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Features of Volkswriter 3 


Volkswriter 3 brings powerful new capabilities to word 
processing. 


If you are already familiar with an earlier version of 
Volkswriter, use the list below to find information about the 
new features. Be sure to refer to the installation card that 
accompanies your program diskettes for information on instal- 
ling Volkswriter 3. 


SPELLING VERIFICATION — A 170,000 word main diction- 
ary, plus user-definable dictionary, make this one of the 
fastest and most powerful spelling verification programs 
available. See Chapter 5. 


AUTOMATIC HYPHENATION — Volkswriter 3 hyphenates a 
long word falling at the margin, using a "soft" hyphen that is 
automatically deleted if reformatting moves the word away 
from the line end. See Chapter 5. 


MATH AND SORTING — With Volkswriter 3 you can add, 
subtract, multiply, divide, and perform percentage calculations 
and calculations using a constant. Multiple columns or rows 
can be marked for simultaneous math processing. Sorting on 
any column can be done in ascending or descending order. See 
Chapter 9. 


MULTIPLE RULER LINES — The current layout is always 
respected, so single-spacing and double-spacing, for example, 
can be mixed at will within a document. Select any of up to 
15 pre-defined layouts with a few quick keystrokes. See 
Chapter 6. 


AUTOMATIC REFORMATTING — Reformatting occurs auto- 
matically whenever you make a change that affects the length 
of a line in a paragraph. Soft hyphens are inserted as part of 
the reformatting process. See Chapter 3. 


GLOBAL REFORMATTING — Reformat any marked block, 
even the entire document, in a single operation. 


HIDDEN SPECIAL EFFECTS MARKERS — Special symbols 
used to indicate a change of font or typestyle, or the end of a 
paragraph, are not displayed unless you choose to see them. 
See Chapter 7. 


DECIMAL TABS — Decimal tabs permit easy alignment of 
numbers in columns. See Chapter 6. 


REVERSE BLOCKS — A block or column marked for mov- 
ing, copying, or deleting, is shown in reverse video for easy 
visual checking. See Chapter 8. 


QUEUED PRINTING — You can choose to have your docu- 
ments queued for printing, while you work on another task 
(DOS 3.0 or later required). Other new printing features 
include printing any number of copies and automatic printing 
of envelopes. See Chapter 7. 


DCA RFT CONVERSION — Conversion from IBM’s DCA 
RFT to Volkswriter (ASCII) text format, or from VW to DCA 
RFT, are now provided. See Chapter 10. 


EXPANDED DIRECTORY — You can enter DOS "wildcards" 
at the Volkswriter Directory function to see, for example, 
a list of only your documents with the extension .LTR. 


CASE-INSENSITIVE SEARCHES — Very fast search function 
can ignore or respect capitalization. 


VIDEO ENHANCEMENTS — Fast, flicker free display is now 
provided with many computers, including the IBM 3270 PC, 
the COMPAQ, and the AT&T 6300. 


Volkswriter 3 contains the advances introduced in earlier 
versions of Volkswriter, including: 


SPEED — Volkswriter 3 is up to twice as fast as some earlier 
versions for most operations. 


IBM ENHANCED GRAPHICS MODE — You get fast, flicker- 
free display with the IBM color monitor or the IBM Enhanced 
Color Display used with Enhanced Graphics Adapter. Using 
the EGA, Volkswriter 3 can display 43 lines on the screen at 
one time, in monochrome or color, instead of the usual 25 
lines. For details on how to switch into and out of the 43 
line mode, see Appendix A. 


IBM TOPVIEW — Volkswriter 3 is designed to operate with 
TopView, IBM's windowing environment. Features of Volks- 
writer operating with TopView include: 


- The display can be windowed and sized using TopView 
functions. 


- TopView's Cut and Paste functions are fully supported. 
- The use of a mouse is supported. 


- When waiting for keyboard input, Volkswriter relinquishes 
control of the microprocessor to TopView, so background 
applications can operate at maximum speed. 


For more information, see Appendix G. 


IBM PC-AT HIGH SPEED KEYBOARD — The PC-AT keyb- 
oard can be set to repeat at any rate up to 30 characters per 
second, three times the normal speed. Details are found in 
Appendix A. 


ADJUSTS TO TWO MONITORS — If you have color and 
monochrome monitors, you can switch easily between them by 
means of the DOS MODE command. See Appendix A. 


ADDITIONAL PRINTERS SUPPORTED — The number of 
printers supported has been increased. See Appendix D. 


IBM PC-NETWORK SUPPORT — You can install Volks- 
writer 3 on the IBM PC Network. See Appendix A. 


If you have used an 
earlier version of Volkswriter. . . 


Welcome to Volkswriter 3! We are certain that you who have 
used earlier versions of Volkswriter will be especially pleased 
with the new features you will find here. To make the 
transition easy, please take a moment to read this card. 


WHAT'S DIFFERENT ABOUT VOLKSWRITER 3? 


Here are some of the improvements you will find with Volks- 
writer 3: 


The Keyboard — There have been a few changes in the func- 
tion key assignments. As before, you can have a key sum- 
mary displayed on your screen by pressing Fl. 


F2 — Press F2 for spelling verification (the store function, 
which you need only when you want to store a block of 
text in a separate file, is now Ctrl-F10). 


Ctrl-F9 — Ctrl-F9 gives you access to math and sorting 
functions. 


Ctrl-F1 — This is the new Preference Menu key, which 
gives you new control over the way your Volkswriter looks 
and works. The format options you formerly found by 
pressing Ctrl-Fl are now part of the Layouts function (F9); 
we'll say more about this in a moment. 


Ctrl-F3 — Once the "proof" key, Ctrl-F3 now turns on or 
off the display of special effect markers. So you can now 
see exactly how your text will line up as you type, without 


having the special symbols for boldface or underlining to 
confuse you. 


F9 — Pressing F9 brings you much more than just the 
ruler line. Let's look at that feature next... 


Formats — You are no longer limited to one format per 
document, and you no longer must remember to store the 
format. Volkswriter 3 lets you have many formats - now 
called layouts - within a document. All the information about 
what each layout looks like, and where in your document it 
goes into effect, is stored with your document. You can use 
Volkswriter 3 with any document you created with Volkswriter 
Deluxe. As soon as you store the document, it becomes a 
Volkswriter 3 document, including layout information. 


To make sure your Volkswriter Deluxe formats will apply: 
Volkswriter 3 will automatically convert the old formats that 
go with your Volkswriter Deluxe document into layouts. There 
are only two requirements: the Volkswriter Deluxe file must be 
a standard document that includes paragraph-end symbols, and 
the format file(s) must be on the same disk and directory as 
the file. 


When you retrieve one of these files, its associated format 
becomes Layout 1 of the document. Any other formats speci- 
fied within the document with .FORMAT commands become 
the other layouts of the document, up to the total of 15 
possible different layouts. When you store the document, all 
the layouts will be stored with it permanently, and it will then 
be a Volkswriter 3 document. 


To convert formats to layouts for new Volkswriter 3 files: 

If you have Volkswriter Deluxe formats that you want to 
continue using for new documents you create with Volkswriter 
3, you can convert them to "style sheets" All you do is 
retrieve one of the Deluxe files that uses the formats, as 
above. Press F9 and check that the information is correct; 
then press F10 to exit the Layouts menu, and exit to the Main 


Menu with Alt-F10. Select the L option to make a style 
sheet, and indicate the extension that you want this style sheet 
applied to. | 


When you do this, Volkswriter 3 will automatically use the 
style sheet in the future whenever you create a new document 
with that extension. It is similar to Volkswriter Deluxe's use 
of associated formats, except that the style sheet is a starting 
point for a new document when you create it; once you' store 
the document, all the layout information is stored with it, and 
that document no longer refers to the style sheet. The style 
sheet will also be used when you retrieve a Volkswriter Deluxe 
document that has the same extension (unless there are 
embedded ..FORMAT commands in the document; in that 
case, no style sheet will be used, only the formats). 


Reformatting — More good news! You no longer have to 
reformat your paragraphs with F8 every time you make a 
change that affects the line lengths. Volkswriter 3 automatically 
reformats paragraphs for you. You will see the reformatting 
happen any time you have made a change in a paragraph, and 
then move the cursor. Since some editing changes require 
reformatting from the line above the cursor, you can use the 
cursor-up key to trigger automatic reformatting from the 
previous line. 


You can still reformat with F8 if you need to, and you will 
notice that the cursor does not move when you do. To refor- 
mat several paragraphs with F8, mark them as a block before 
you press the F8 key; you can even reformat your entire 
document this way. Reformatting stops at a blank line, as 
well as at a paragraph-end symbol. 


Now that paragraph-end markers are not always shown, we 
have provided a new way to join two paragraphs into one. 
Simply move your cursor to the last line of the first para- 
graph, after the last visible character on that line, and press 
the F8 key. The following paragraph will instantly be moved 
up and joined with that paragraph. 


You can use a layout that has reformatting turned off to 
protect your columns of numbers from being accidentally 
reformatted into a paragraph. 


Creating plain text files — Volkswriter 3 adds layout 
information to your documents. When you want a plain DOS 
file, for use with another program, you can create one by 
using a * to mark the right margin in Layout 1 of your 
document. Such a file will not contain layout information, but 
otherwise can contain all 256 ASCII characters (see Chapter 8). 
To create a plain ASCII file, with only the standard character 
set (from ASCII 32 to ASCII 127), use the "export" option of 
the Utilities Menu (Chapter 10). 


Spill files on a diskette system — If you need to edit very 
large documents on a diskette-based system, you may need 
more room for spill files than is available on your program 
diskette. In this case, you can (1) delete the DOS COM- 
MAND.COM file from your PROGRAM 2 diskette, or (2) if 
you have enough RAM, use CONFIGUR to place your spill 
files on a RAM disk (see Appendix A), or (3) use CON- 
FIGUR to place spill files on your document disk. If you put 
your spill files on your document disk, your must be VERY 
CAREFUL that you NEVER remove this disk before you store 
your document. 


FOR MORE HELP: 


We also have provided some on-disk information about the 
many new features of Volkswriter 3; to see it, and for some 
hands-on practice, you can retrieve the file called FEATURES 
on your TUTORIAL diskette. You will also find a summary 
of new features at the start of the manual, and, of course, 
you should turn to the manual for detailed information. 
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INTRODUCTION 


Introduction 


Welcome to the world of Volkswriter 3 word processing. We 
have done everything possible to make your experience learn- 
ing Volkswriter 3 as rapid and enjoyable as possible. We 
realize that some of you have more experience with computers 
and word processing than others, so we have designed the 
manual and on-disk tutorials in a way that allows you to find 
your way around easily, using as much or as little as you 
need. So be sure to read the appropriate part of the following 
section, "Where Do I Begin?" to help you find a good learning 
path for your background and needs. 
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Where Do I Begin? 


IF YOU ARE EXPERIENCED IN WORD PROCESSING 


If you are familiar with word processing through experience 
with another program, you will be pleased at how easy Volks- 
writer is to learn. 3 


The three essential steps to using Volkswriter for the first time 
are (1) make working copies of the program and tutorial disks, 
(2) run the INSTALL program, and (3) type VW3 to start 
Volkswriter. For details, see the installation card that 
accompanies your Volkswriter 3 disks, and Chapter 1. 


You also will find much of what you need to know in the 
Quick Reference Card. This card presents abbreviated infor- 
mation on the major functions available with Volkswriter 3. 
An even more convenient — though less detailed — reminder 
is available on-screen by pressing the Fl — HELP key. "T 


Use the on-disk tutorials to learn step-by-step how to use the 
editing functions. When you need more detailed information, 
consult the appropriate chapter in this manual. 


If you are having a problem, be sure to consult Appendix H. 
This contains trouble-shooting information in a convenient, 
question-and-answer form. 


Reading selectively should help to speed up the learning 
process for you. You veteran users can now jump ahead to 
the section "Safety Features," later in this chapter. 


SOME BASICS OF WORD PROCESSING 


If you have not used a word processor before, you are in for 
a treat! After a short time using Volkswriter, you will wonder 
how you ever managed without it. 


INTRODUCTION 


It is helpful to compare word processing functions to conven- 
tional office activities. Typing still requires a keyboard, and 
revising and storing are simply electronic ways of going to a 
file drawer, pulling out a file and working with pages of text, 
and then storing the file for safekeeping. However, you will 
find that there are some concepts and functions you have not 
seen in a conventional office. 


WORDS ON DISK VS. WORDS IN RAM With a computer, 
you store your documents electronically, rather than on paper. 
Some of the concepts of the old fashioned file cabinet are 
similar to what happens in word processing, but others are not. 


It is convenient to think of text you create on your computer 
in terms of files or documents — the two terms can be used 

interchangeably, although documents are really a special type 

of file that contains text. 


In word processing, a document that you are creating or 
editing exists in the computer's internal memory, called RAM, 
during the time you are working on it. The RAM contains 
only a fleeting electronic image of your words, however, and 
this will disappear as soon as you turn off the power to the 
computer. 


Thus you need a means of long-term "storage" of your docu- 
ments. This is done using the popular diskette (also called a 
floppy disk), or a "hard disk." 


STORING AND REVISING After creating a new file, you 
must "store" it if you want to save it for future use — like 
storing a paper file in a file cabinet. When you store your 
document, it is copied from RAM onto the disk, where it will 
be safe when you turn off the computer. 
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Later, when you want to work on the document, you tell 
Volkswriter you want to "Revise" it. A copy of the document 
is retrieved from disk and placed into the computer's RAM, 
and you can once again see it on your screen and do whatever 
editing is required. 


Unlike the file cabinet, however, retrieving a file from disk 
leaves the original document intact on the disk. The document 
is not removed from the disk when you retrieve it, but only 
copied into RAM. It’s rather like making a copy of a paper 
document so you can scribble your editing changes on it. 


Furthermore, if you mess up while scribbling on a paper copy, 
you can always make a fresh copy from the original and start 
over. Similarly with a word-processing file — if you don't 
like your editing changes or make a mistake, you can always 
retrieve a fresh copy of the document and begin editing again. 
Or you can simply abandon your messed-up version of the 
document and go on to something else without storing it, 
knowing that the original version is safe on the disk. 


The changes you make in your document do not become per- 
manent until they are stored on the diskette. When you do 
store the edited document it replaces the original version 
completely (unless you decide to store it under a different 
name, in which case it becomes a whole separate document). 


If these concepts are unfamiliar, don't worry. Volkswriter will 
not let you do anything that will "erase" your text in RAM 
without letting you know and giving you another chance to 
store your file. 


THE SCREEN You will find working with text on a screen, 
or monitor, a bit different from typing or editing on paper. 
If your document contains more lines than you can see on the 
screen at one time, the screen works like a window on your 
text. You can "scroll" through your text using the keys that 
control the cursor. 


INTRODUCTION 


THE CURSOR The cursor is the small blinking box or line 

on the screen. It serves as a marker that points to your place 
in your text. Any typing you do will occur here. It can be 

compared with the place where the keys of a typewriter strike 
the paper — whether this is at the top of the page or in the 

middle or at the bottom. 


The difference, of course, is that you can move the cursor 
anywhere in your document and begin typing. Your new 
words will be inserted, or will replace, the existing text. 
Which one occurs — inserting or replacing — depends on 
whether Insert is on or off. ... 


INSERT What do you do when you want to add some new 
characters or words in a line that is otherwise all right? 
Volkswriter 3 makes this kind of editing easy. To add text, 
you press the Insert key, labeled INS on most computers. 
You'll notice that Volkswriter's cursor changes size when you 
press Insert. With Insert on, any characters you type will push 
ahead all the text in front of them to make room for your 
new text. 


When Insert is off, you can simply type new text over existing 
text. This is sometimes called Typeover mode. As you type, 
the old text is replaced character by character with your new 
text. 


What could be easier? To add new words using a typewriter, 
you have to cut and paste, or — more likely — you retype. 
As you will see, cutting and pasting can be done with elec- 
tronic ease, and retyping is a thing of the past, now that you 
are using Volkswriter. 


WORD WRAP With a typewriter, you became accustomed to 
hearing a bell when you approached the right margin, and you 
chose a place for a carriage return to begin the next line. 

You won't be hearing that bell any more. A feature of 
Volkswriter, referred to as "word wrap," automatically adjusts 
the text to fit between your margins. It's as if you were 
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typing one continuous long line, with no need to think about 
running into the margin. The result is that you are free to 
concentrate on your writing or typing, and Volkswriter will 
take care of the details of line length! 


PROMPTS A prompt is simply a message from Volkswriter to 
you asking you to do something. If you want to create a new 
file, for example, Volkswriter will prompt you to type in the 
name you want for your file. Many of Volkswriter's prompts 
appear on the status line at the bottom of your screen. When 
you are at the Main Menu, or another special menu, the 
cursor will show you where the prompt is. 


MENUS A computer menu is a lot like a restaurant menu: it 
lists the choices available to you. On a Volkswriter menu, you 
will see a list of items you can select, and a line where you 
enter your choice. Each menu provides brief instructions on 
how to use it; more detailed information is found in this 
manual. 


All these concepts will become clear to you as you try them 
out. And to make the process easier, we have created on-disk 
tutorials that allow you to learn Volkswriter 3 by trying it at 
your own computer. We will introduce the tutorials at the end 
of Chapter 1, once we get through a few preliminaries. 


Safety Features 


Volkswriter 3 has been designed to be easy to use and nearly 
foolproof — with built-in safeguards to avoid the common 
causes of lost data. One of the most common is forgetting to 
store a document on disk after you have created or edited it. 

. This is very important: store your work after each editing 
session. If you don't, all your new work will be lost when you 
create or retrieve another file, exit from Volkswriter, or shut 
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off the power. You'll see that Volkswriter has some safe- 
guards to help you remember to store your files. 


Remember also that when you store a document under the 
same name it had originally, the old version is completely 
replaced by the new version. So on those occasions when you 
want to keep both versions, you must store the revised file 
under a different name, even if it is only different by a 
single character. 


Another safeguard: If there isn't enough room on the diskette 
for the document you are trying to store, you'll get a message 
saying so. You will then be instructed to insert another 
formatted diskette to receive the document. Because this 
diskette must already be DOS formatted, remember always to 
have extra formatted diskettes on hand. The procedure for 
formatting diskettes is given in your DOS manual. 


It is a good practice to store what you are working on from 
time to time during the same work session if you are working 
on large documents. 


BACKUPS 


Another essential practice is to periodically make backup copies 
of the entire contents of your diskettes. Most word processing 
"disasters" could be avoided by simply taking the time required 
to make backup diskettes. It is easy to do using the command 
DISKCOPY on your DOS diskette. If you are not sure how, 
see your DOS manual. 


In addition to the backups of diskettes that you must make, 
you can have Volkswriter make a new copy of each document 
when you store it. You simply select the "automatic backup" 
option in the Preference Menu (see Chapter 3.) 


With automatic backups, when you store a file on disk, the 
current version's extension is changed to .BAK, and then the 
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new version of the file is stored on disk under the original 
name and extension. Thus the previous version of a file 
named QI.RPT will be called QI.BAK. 


This feature gives you extra protection against system failures, 
but the cost is that it requires extra space on your disks 
— enough space to hold a separate copy of every document. 


Note that a problem can arise if you have several files that 
have the same filename, but different extensions, for example: 


QI.RPT 
QI.LTR 


Ol 


If you edit these files with the backup option in effect, only a 
single backup file will be created, with the name QI.BAK, 
which will hold the copy of the /ast of the Ql.xxx files that 
you edited. To avoid this problem, use the file name, rather 
than the extension, to identify files (see "Suggestions for 
Naming Files" in Chapter 2). 


Use the automatic backup feature if you are accustomed to 
having automatic backup files, and if you do not mind the use 
of disk space. But, since the original and backup file are on 
one disk, this feature should. not be considered a substitute for 
making frequent backups on a separate diskette. 
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CHAPTER 1 
Starting Volkswriter 3 


The first step in using Volkswriter 3 is to prepare backup 
copies of the program diskettes, or transfer the program to 
your hard disk if you have a hard-disk system. Both proce- 
dures are described on the installation card that accompanies 
your Volkswriter 3 diskettes. If you have a diskette-based 
system, be sure you have formatted diskettes on hand when 
you install Volkswriter 3. 


REQUIREMENTS: Your system must include the following: 


DOS version 2.0 or later, 

- Two double-sided diskette drives or one diskette drive plus 
a hard disk, 

256K of random-access memory (RAM), 

- An 80-character display. 


To print you need a printer and the appropriate port on your 
computer — serial or parallel, depending on your printer (ask 
your dealer if you are not sure). 


First, an Important Note: Before you forget, please take a 
moment to: fill out and mail us your Registration card. As we 
issue updates, the Registration card is the only way we have 
of notifying you. You will also receive Newsline, the free 
Lifetree national newsletter, with hints and expert tips on all 
Lifetree products. 


PLEASE FILL OUT YOUR REGISTRATION CARD NOW. 
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FORMATTING DATA DISKETTES 


If you will be installing Volkswriter 3 on a diskette-based 
system, or storing documents on diskettes, you will need 
formatted diskettes. Be sure to format diskettes before you 
install Volkswriter. The FORMAT program is described in 
your DOS Manual. You should always have a supply of for- 
matted diskettes on hand; some day you may need one to store 
a file that has grown too large for its original diskette. 


CAUTION: DO NOT format a diskette that contains data or 
programs you need, since formatting erases everything on the 
disk. Be especially careful with the FORMAT command if 
you are on a hard-disk system, since it is possible to erase 
everything on the hard disk. Get help with this process from 
someone more experienced if you need it. 


Assuming you have formatted diskettes, you can proceed with 


the installation process described on the card that accompanies 
your Volkswriter 3 diskettes. 


NOW REFER TO THE INSTALLATION CARD FOR THE 
NEXT STEPS TO START USING VOLKSWRITER 3. 
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The CONFIGUR Program 


As part of running the INSTALL or HINSTALL programs to 
start up Volkswriter 3 for the first time, the program called 
CONFIGUR runs automatically. This program personalizes 
your Volkswriter files and provides information to Volkswriter 
about your computer system. 


Volkswriter needs to know some basic information about your 
system, such as what kind of printer you have and the loca- 
tion of your program and document files. You will have the 
option of accepting the program information as it has been 
entered (the "default" selections), or making changes. 
Remember that you can always change the information later, 
either by running CONFIGUR again or through a menu 
choice. 


Here's what you'll see, and what to do, when you go through 
the CONFIGUR program as part of running INSTALL or 
HINSTALL. | 


1. You will first be asked to enter your name. Type your 
name and press Enter. Then answer the next question, about 
your location or address. 


2. You will see a panel containing the system information that 
is assumed by Volkswriter. 


The following are the "default" selections, meaning the 
selections that wil be used by defaul if you do not 
specify others. 


Documents on Drive: B (C is the default with a hard disk) 


On a two-diskette system, the data diskette is usually 
in Drive B. A hard disk is usually referred to as 
Drive C. Change this option if your computer uses a 
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different name for the drive where you want to store 
data files. 


Spill Files: Yes 


You need "spill files" if you edit very large documents. 
Volkswriter uses spill files automatically to handle parts 
of your file that won't fit in RAM. We recommend 
leaving this option ON if you handle any large docu- 
ments, but with the following caution: 


IMPORTANT: If you have spill files, another line will 
appear on this screen showing what drive they are on. 
Unless you have a good reason to do otherwise, leave 
the spill files on the same disk as yur PROGRAM 
(see "System Performance" in Appendix A.) 


Selected Display is: Colour 


"Display" refers to your monitor: mono is monochrome, 
colour is RGB colour, composite means a monochrome 
monitor attached to a colour/graphics adapter. There 
is also a display option for COMPAQ? computers that 
use the built-in display. 


Where documents will be printed: 


The settings supplied with Volkswriter assume you have 
a parallel printer (check your printer manual if you are 
not sure), and that it is connected to the port referred 
to as LPTI. This is correct for the vast majority of 
systems. 


However, you can sent your printed output to any one 
of three parallel "ports," three serial "ports," or 
elsewhere (to a disk file, or to the screen). You also 
can have printed output "queued" if you are using DOS 
3.0 or higher and have run the DOS PRINT command 
before you start Volkswriter. 
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You will need to change this option if you have a 
serial printer, a parallel printer using some other port 
besides LPT1, or if you print to a network printer or 
using a print spooler. 


If you are not sure, leave this setting unchanged and 
see if it works with your printer. You can change this 
selection later from the Volkswriter 3 Print Menu. 


Printer number: 3 ('Any Printer") 


Almost any printer can be run using this option, but, 
for optimum results, you should identify your printer 
if it is on the list of supported printers. You can 
leave printer number 3 here if you have no printer, or 
if your printer is not supported by Volkswriter 3. 


Queued printing drive: 


If queued printing is active on your system (see 
Chapter 7) you will see an option that lets you specify 
a drive for files that are "queued" for printing. 


3. From the CONFIGUR Main Menu, indicate whether you 
want to modify one or more settings, or exit with no changes. 
If you want to make a change, select the option you want to 
change. 


Choice 1, "Change program options," includes the location 
of data files, spill files, dictionaries. 


Choice 2 is "Change monitor type or colours," the screen 
selection. 
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Choice 3, "Select printer" allows you to specify a printer 
type other than "Type 3, Any Printer," to secure optimum 
performance from your printer. 


Choice 4, "Select where documents will be printed," allows 
you to change printer "port," or to select network printing, 
use a print spooler, or change the queued printing drive. 


Choice 5, "Modify printer characteristics," allows you to 
create or modify a printer table or define a font. You 

must have some technical knowledge of your printer and 
printer escape codes. For information, contact Lifetree 

Customer Service. 


4. Follow the instructions on-screen to make the changes you 
want. Then choose the option that returns you to the 
CONFIGUR Menu. 


You may change as many of the settings as you want, now — 
or at any time later on. 


5. When you are done with CONFIGUR, choose the X option 
to exit. 


TO RUN CONFIGUR IN THE FUTURE 


You run INSTALL or HINSTALL only to initialize your 
Volkswriter 3 the first time you use it (following the 
instructions on the installation card). After that, you may 
change any of the options at any time simply by running the 
CONFIGUR program. 


1-6 


STARTING VOLKSWRITER 


WITH A TWO-DISKETTE SYSTEM: Go to the DOS "A»" 
prompt. Insert your Program Diskette 2 in Drive A and your 
Installation Diskette in Drive B. Then enter: 


B:CONFIGUR 


WITH A HARD DISK SYSTEM: Insert the Installation Dis- 
kette in Drive A, if you intend to change printer number or 
modify a printer table. Then make the VW directory (if you 
have one) on your hard disk the current directory (to do 
this, enter "CD \VW"). Enter: 


CONFIGUR 


Starting Volkswriter 3 


The first time you want to start up Volkswriter 3 you must 
follow the INSTALL procedures on the installation card. After 
the first time, you can start up Volkswriter with an easy 
procedure: 


NOTE: The performance of your Volkswriter 3 depends partly 
on the way you configure your system. In particular, DOS 
can use "buffers" to dramatically speed up performance of 
Volkswriter 3 (and other software). These buffers must be 
provided in a special file that is loaded when you start up 
your system. We have provided this file for you to make it 
easy to install; for more information, see Appendix A. 
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WITH A DISKETTE-BASED SYSTEM: 


1. Get to the DOS "A>" prompt. 

"A>" is the prompt displayed by DOS when your computer 
is ready to accept a command or run a program like 
Volkswriter. If you are running another program, exit 
normally to DOS as specified for that program. 

2. Insert your Volkswriter Program Diskette 1 in Drive A. 
With most computers, Drive A is the left-hand drive and 
Drive B is on the right. Check your computer's instruction 
manual if you are not sure. 


3. Enter the command "VW3" to start Volkswriter 3. 


A command is entered by typing it and then pressing the 
Enter key (sometimes called the Return key). So you type 


VW3 


and then press Enter. 


4. At the prompt, insert your working Program Diskette 2 in 
Drive A, and press Enter. 


There will be a pause, and then you will see the Main 
Menu. 


5. Remember to insert a formatted diskette for your Volks- 
writer documents into Drive B. 
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WITH A HARD DISK SYSTEM: 


1. Get to the DOS "C>" prompt (assuming "C" is the designa- 
tion of your hard disk.) 


If you are running another program, exit normally to DOS 
as specified for that program. 
2. Go to the directory containing your Volkswriter 3 program 


(assuming you use subdirectories). 


If you followed the steps on your installation card, this 
directory is "\VW". To go to the NVW directory, enter 


CD NVW 


3. Enter the command "VW3" to start Volkswriter 3. 


A command is entered by typing it and then pressing the 
Enter key (sometimes called the Return key). So you type 


VW3 
and then press Enter. 


There will be a pause while Volkswriter is loaded, and then 
you will see the Main Menu. 
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The Main Menu 


. The major functions of Volkswriter 3 are selected from the 
Main Menu. 


Let's look at the parts of the Main Menu screen. 


The Commands — The work you do with Volkswriter is 
divided into the commands shown here. For each of these 
commands, you type a single letter. 


Commands 
Prompt 


Status line 


Figure 1-1. The Main Menu. 


1-10 


STARTING VOLKSWRITER 


The Prompt — The "Your Choice" line asks you to specify the 
command you want. Press the appropriate letter. 


With most commands, Volkswriter will ask you for additional 
information on the line below the prompt. When you create 
or revise a document, for example, you will be asked for the 
name of the document. 


The Status Line — The status line, at the bottom of your 
screen, is always visible while you are editing a document. It 
shows you the following information: 


Current Drive: When you enter a file name in response to a 
prompt, this drive will be assumed unless you include the 
drive with the file name (see "Revise a Document," Chapter 
2). You can change the current drive with the D com- 
mand (also in Chapter 2). 


File name: The name of the file you are currently 
working on, or the name of the last file accessed, will 
appear here. 


Prompt to enter name 
of file to be revised. 


Figure 1-2. A prompt. 
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Message area: Volkswriter talks to you in this area. For 
example, if you press a key that Volkswriter does not 
understand at the "Your Choice" prompt, you will see a 
polite "Beg Your Pardon?" message. Only the letters 
specified at the top of this Main Menu can be entered as 
Your Choice. When you start up Volkswriter, the printer 
you selected when you ran INSTALL or CONFIGUR will 
be named here. 


Line count: When you store or retrieve a file, a count of 
the current line is displayed so you can follow the progress 
of the operation if you want to. 


Notes on Using Volkswriter 3 


Volkswriter 3 has been designed to be a safe and forgiving 
system. There is nothing you can do with it that will damage 
your computer, and there is almost no way you can lose data. 
Here are a few other things you should know: 


HELPFUL KEYS 


F1 — This is the HELP key. At the Main Menu, F1 gives 
you a brief overview of the Main Menu functions. When 

you are editing, Fl displays a reminder of all the function 
keys; you turn this display both on and off by pressing Fl. 


F10 — This is the RESET key. It lets you change your 
mind at any time. If you choose the wrong option, such 
as R to revise when you wanted to display the document 
directory, press F10, the reset key, and you can try again. 
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SPILL FILES 


Volkswriter 3 uses two "spill files" to handle a document that 
is too large to fit in RAM memory (provided you have not 
turned off the spill file option in the CONFIGUR program.) 
These files are automatically used to store portions of your 
document that you are not currently using. When you go to 
another part of your document, Volkswriter will automatically 
take care of bringing in the necessary data from the spill files 
and storing other data in its place. This process occurs 
quickly and efficiently, and is completely automatic; you 
should not try to store or retrieve spill files. 


IMPORTANT: If you have spill files, you must never 
remove the diskette containing the spill files until after you 
have "stored" your file. This is why we recommended that 
you keep your spill files on your program disk, which you 
don't remove until you have finished your Volkswriter 
session. 


Creating Your First File 


The majority of your work with Volkswriter will go like this: 
At the Main Menu, you will enter a C to create a new docu- 
ment, or an R to revise an existing one; then you will write 
or edit the document; and finally you will return to the Main 
Menu and select S to store your new or edited document on 
disk. When you are ready to, you can select P to print the. 
document. 


Let's walk through the process of creating your own file and 
storing it on disk. | 
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3. 


4. 


Go to the Voikswriter 3 Main Menu. 


If you are at the DOS prompt, insert your Volkswriter 
Program Disk 1 in Drive A and enter VW3 to start the 
program (see "How to Start Volkswriter" above). If you are 
currently editing a document using Volkswriter, press 
Alt-F10 (that is, hold down the Alt key and press the F10 
key briefly); use S to store the document, if you need to. 


Press C to create a file. 


Volkswriter will ask you 


NEW FILE NAME? 


NOTE: If you were reading or editing another file and did 
not store it, you will see a message asking if you are sure 
you want to proceed without storing your previous file. 
Answer as appropriate: Y if you are sure you want to 
create a new file without storing, or N if you want another 
chance to store your previous file (to store the file, you 
then press S and respond to the prompt asking you about 
the file name). 


Enter the name of your new file. 

Type a name you will easily remember, perhaps MYFILE, 
and press Enter. 

Type some text. 

You wil now have a blank screen to write on. Type in a 


few lines or paragraphs. You don't need to worry about 
typing accurately for this first sample. 
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Notice how the right-hand end of the status line tells you 
where you are on the page, in the form L C P: 


L - the current line number, counting from the top of 
the printed page 

C - the current column, or number of characters and 
spaces from the left edge of the screen to the cursor 

P - the page number (if your document is paginated) 


Current disk drive 
File name 
Message area 
Line number 
Column number 
Page number 


-----+---------+---ł}-----+---------+---------+-----ł---+- 
Spacing: 1 Yustify: N Char. Size: 12 


Figure 1-3. The status line, with ruler line and layout information. 
5. When finished, press Alt-F10 to Exit. 


Hold down the Alt key and press the F10 key briefly. 


6. From the Main Menu, choose S to store the file. 


7. Reply Y to the prompt asking if the name you originally 
gave the file is the one you want to store if under. 


If you changed your mind about the name of the file, you 
can reply N and enter a new name here. 
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At this point, you can return to your file for more writing or 
revising by pressing E from the Main Menu. Or you can 
revise another file using the R command, or print your new 
document using P (more on printing in Chapter 7). 


What you have just seen is a capsule version of the whole 
world of word processing: creating, revising, storing and 
printing files. We'll go through all these steps in the course 
of this manual. But now it is time for you to try out the 
editing functions themselves. To make this experience fun and 
interesting, we want to introduce our on-disk tutorials. 


The Tutorials 


We think the way for you to become skilled with Volkswriter 
quickly and easily is to use it. Thus we have designed 
tutorials that show you many of the functions of Volkswriter 
on the screen of your computer, and allow you to work with 
them yourself. The tutorials are in the form of text files on 
your Tutorial Diskette. 


This is a simple and practical way to learn: you can try out 
all the functions as they are described. And there's no need 
to worry that you can do something "wrong." If you make a 
mistake or erase something you did not intend to, you simply 
exit the tutorial file by pressing AIt-Fl10, and retrieve a fresh 
copy by selecting R from the Main Menu. You can do this 
because the file still exists in its original form on the diskette. 


The tutorials contain a lot of information and examples to help 
you learn Volkswriter 3. It is important for you to use them 
on-screen, so you can try out the examples on your own 
computer system. For reference use, you should print the 
contents of the tutorials once you are familiar with Volks- 
writer's printing functions. 
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One more thing before you begin working on files, whether 
yours Or the tutorials: unlike a typewriter, all keys on the 
keyboard repeat if held down for longer than a normal quick 
keystroke. If you hold a key down inadvertently it can cause 
unexpected results, such as repeating a letter across a line! Of 
course, this is a feature of word processors; many times you 
wil want to take advantage of this ability to repeat characters 
automatically. With function keys and commands, though, and 
when you want only a single entry, make it a habit to strike 
keys sharply and briefly. 


The tutorials will help you become an expert at the editing 
functions of Volkswriter. When you have finished them, come 
back to the manual at the next chapter, where we start 
discussing the program features in more detail. 


TO BEGIN THE TUTORIALS: 


When you are ready, sit down comfortably at your computer, 
and begin the tutorials. And enjoy exploring the world of 
words available to you with your Volkswriter 3! 


1. Insert your working Volkswriter 3 Program Diskette 1 in 
Drive A and the Tutorials Diskette in Drive B. (With a 
hard-disk system, skip this step.) 


2. Start Volkswriter 3 


From the DOS "A»" prompt (the "C»" prompt with most 
hard-disk computers), type VW3. Change the diskette in 
Drive A when prompted to. See the section "Starting 
Volkswriter 3" earlier in this chapter if you want a 
step-by-step reminder of how to start up. 
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3. Retrieve the appropriate tutorial file. 


From the Volkswriter Main Menu, type R to retrieve 
(revise) a file, and enter the name of the tutorial file you 
want. If you are just starting on the tutorials, enter 


TUTORI 


If you have finished the first tutorial, replace the name 
"TUTORI" with the name of the tutorial you are using: 
"TUTOR2", and so on. 


Optional: You can combine Steps 2 and 3 into one, so 
Volkswriter is loaded and the tutorial file (or any file) 

retrieved from disk in a single step. Simply enter the 

following command (at the DOS prompt): 


VW3 TUTORI 
This line assumes the tutorial files are on the drive you have 
specified for your documents in CONFIGUR (you can see the 
current drive at the left end of the status line). If they are 
not, you can include the drive, for example: 


VW3 B:TUTORI 


TO END YOUR TUTORIAL SESSION: 


1. When you are ready to quit a tutorial, simply press 
Alt-F10, the Exit key. 


You will be returned to the Main Menu. 
2. To start on another tutorial, select R from the Main Menu 


and enter the name of the next tutorial. If you want to 
create or revise a different document, select the C or R option 
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at the Main Menu. To run a different program, select X to 
exit to DOS. 


IMPORTANT: You will be asked if you are sure you want 
to revise another file without storing the current one. Be 
sure to answer "Y," meaning "Yes, I am sure I want to 
retrieve without storing." You should not store any changes 
you have made on the tutorial; rather, you want the 
original file to be left intact so you can retrieve it in the 
future. 


In other cases, where you have forgotten to store one of 
your own files, you probably will want to answer "N", and 
then select the Store function to save your file. 


Be sure to see Appendix A for information on how to set up 
your Volkswriter 3 for optimum performance. 
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CHAPTER 2 
At The Main Menu 


Everything you do with Volkswriter 3 starts from the 12 
functions listed at the top of the Main Menu. All these 
functions are discussed in this chapter, although several 
(printing, utilities, style sheets, TextMerge) will be covered in 
detail in later chapters. 


Figure 2-1. Main Menu choices. 


Reminder: after you have started a Main Menu function, you 
can cancel the command by pressing the Reset key, F10, or 
the Esc (Escape) key. 
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The Main Menu Functions 


Press F1 at the Main Menu to see a Help screen, which 
contains a summary of the commands. 


DOCUMENT DIRECTORY (D) 


The D (Directory) command lets you see a list of documents 
and subdirectories on any drive. Just type D and press Enter 
to see the list of documents on the current data drive. The 
full name and extension is shown for each document, and 
subdirectories, if any, are listed in angle brackets <>. 


You also use the D command to change the current drive and 
the current directory, if you use subdirectories. Both the 
current drive and the current directory are shown just below 
the commands in the Main Menu, and the current drive can 
always be seen at the far left of the status line. The D 
command also allows you to see only a selected group of the 
files in the current directory. 


When you press D, you'll be asked "DRIVE, PATH OR 
DOCUMENT GROUP?" Pressing Enter shows you the list of 
documents 


D - Document directory P - Print xX- 
E - Continue editing T - TextMerge N - Rename 
L - Style Sheet U - Utilities Z - Delete 


o 0 
WILSON.MMO | HARRISO1.MMO HARRIS02.MMO || | © 
<LETTERS> VWSTYLE.MMO |. Hl 


Disk space available 
A subdirectory 
Current directory 
Files in directory 


Figure 2-2. Directory of files. 
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on the current drive (in the current subdirectory, if any). To 
see the directory list for Drive A, enter the letter "A". This 

will set Drive A as the current drive, and its list of files and 
subdirectories will appear. 


There are thus two ways to refer to a document on another 
drive. You can use D to specify a different drive. Or, when 
you are creating or retrieving a document, you can precede the 
document name with the desired drive and a colon, such as: 


B: ACME.LTR 
Or 
C: ANNUAL.RPT 


In either case, the drive/directory indicator below the Main 
Menu, and the drive name on the status line will change; after 
that all further document references will be routed to the new 
drive, until you change the drive specification again. 


NOTE: If you happen to have an unformatted disk in any 
drive, Volkswriter will be unable to read or write to it. 
You will see the message: 


"Missing Sector — Reinsert diskette — Retry? (Y/N)" 


on the status line. You should reply N for No. Then 
insert a formatted diskette and start the process over 
again. Be sure to always have formatted disks handy. 


Subdirectories: The D option also allows you to change the 
current directory, if you are using DOS subdirectories. In 
response to the prompt 


"DRIVE, PATH OR DOCUMENT GROUP?" 
you can set the current directory by entering the path name. 


For example, if you start in the VW directory, and you type 
"MEMO" in response to the prompt, the current directory will 
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change. After this all documents will be stored and retrieved 
from subdirectory "\VWW\MEMO" on Drive C. This directory 
name will appear just below the list of commands on the Main 
Menu. 


Volkswriter will then look for all documents in the directory 
C:\VW\MEMO. NOTE: Style sheets and printer tables are 
stored on the same disk or in the same directory as your 
Volkswriter 3 program. You do not need to have copies of 
these files on all your document diskettes or directories. 


The standard DOS directory specifiers can be entered. For 
example, to see the list of files one directory above the 
current directory, you can enter "..", or use "V" to specify the 
root directory. 


File groups: You can use the D command to view only a 
selected group of files in the current drive/directory. The 
so-called DOS wildcard characters make this easy. This 
convention says that you can use a * to represent any number 
of unspecified characters in the filename, and another * to 
represent any number of unspecified characters in the exten- 
sion. 


Thus asking for a directory of *.FMT shows you all files with 
any name that have the extension .FMT, and a directory of 
LETTER.* will display all files with the name LETTER, no 
matter what their extension. Similarly, LET*.* will find all 
the LETTER.* files, and any others that begin with LET. 


The other wildcard character is ?, which can stand for any 
one character. Thus, for example, entering JONES??.LTR will 
display the names of JONESI.LTR, JONESI2.LTR, 
JONESES.LTR, and so on. 


For more information on using wildcard characters, see your 
DOS manual. 
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CREATE A DOCUMENT (C) 


Choose this option when you want to create a new document 
(for the step-by-step procedure, see Chapter 1). When you do 
so, Volkswriter asks: 


NEW FILE NAME? 


Type the new document name, such as ACME.LTR, and press 
Enter (if necessary, you can include the drive: B:ACME.LTR .) 


If another document by the same name already exists on the 
diskette, you'll be warned of this fact and given an opportu- 
nity to choose a different name for your new document. This 
prevents accidentally destroying an existing document. 


Once you've entered the name, you'll be given a blank page to 
write on. Margins and tabs will already be set automatically, 
either specified by you or using the "default style sheet" that 
takes effect if no other applies (see Chapter 6). 


REVISE A DOCUMENT (R) 


Choose this option any time you want to revise a document or 
file that already exists on disk, whether you want to edit it or 
just read the contents. When you do, Volkswriter asks you 


"WHICH FILE?" 
Type the name of the document to revise, and press Enter. 


If you do not remember the name exactly, press F10 to cancel 
the revise function. Then use the D option to see a list of 
files in the current drive or directory. If you enter the name 
incorrectly, Volkswriter will not be able to find the document; 
in this case you will see a message suggesting that you use D 
to display the list of files. 
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- You may enter the name of any document in any drive. 
Reply by typing the drive first, if the document is in a drive 
other than the current drive shown on the status line. If the 
drive is included, it is followed immediately (with no space) 
by a colon and the name of the file, for example: 


C:SAMPLE.TXT 


The status line announces that the system is "RETRIEVING...." 
your document and you can see the line counter increasing. 
Then the text will be displayed on your screen, and you can 
read or edit it. Notice that the name of the document you 
have retrieved appears on the status line, for your reference. 


STORE DOCUMENT ON DISK (S) 


When you have finished creating or editing a document, you 
must store, or save, it on disk if you want it to be 
permanent. To do so, simply press S from the Command 
menu. (REMINDER: When you are using one of Volkswriter’s 
tutorials, DO NOT store it. Press F10 to cancel storing, if 
you accidentally hit the S key.) 


If Volkswriter knows the name of your file, you will be asked: 


FILE WILL BE NAMED: (the file name) 
IS THIS THE NAME YOU WANT? (Y/N): 


At this point you can either reply Y for Yes, N for No, or 
press F10 to cancel the Store instruction. 


Reply Y if you want to store the document back on the same 


disk under the same name it had before. In this case, the 
new version of your text will replace the old version. 


2-6 


AT THE MAIN MENU 


Reply N if you want a copy of both the old version and the 
new version, or if you want to store your file on a different 
drive. Volkswriter asks: 


WHAT NAME DO YOU PREFER? 


Enter the new name you want to give the revised document 
(see "Suggestions for Naming Files" below). In this case the 
diskette will contain both the original document and your 
edited version. Or you can enter the new drive letter and file 
name. (Note that you can also can have the old copy saved 
for all files by using the .BAK option in the Preference Menu; 
see Chapter 3). 


Again, you can press F10 if you decide not to store the 
document at this time. 


Volkswriter uses disk spill files to edit documents too large to 
fit in RAM memory. During your initial program setup, or 
when you ran the CONFIGUR program, you indicated where 
these spill files should be stored, or you elected "No Spill 
Files" IMPORTANT: If you have spill files, the diskette 
containing the spill files may not be removed until after you 
have finished storing your document. 


It is important to save your file from time to time if you are 
working for a long period on one document. To decide just 
how frequently to do this, you must weigh how much of your 
work you can afford to lose in the event of, say, a power 
failure, against the time it takes to repeatedly store the file. 
Storing several times an hour is typical when working on a 
single file for long periods. However, if you have just 
completed a difficult piece of data entry in columns, for 
example, you might decide that was a good point to store 
everything on disk. 


To store your file and resume editing it, use the following 
sequence: 
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Alt-F10 — to exit to the Main Menu. 

S — to Store 

Y — for "Yes", to reply to the filename prompt, and 

E — to return to the place in your document where you 
are working. 


One good time to store is just before you embark on some 
complex editing or changes; you can then try the changes and, 
if necessary, abandon them and retrieve your recently stored 
version. To abandon your editing changes, just exit to the 
Main Menu (AIt-F10) and select R to retrieve a fresh copy of 
your file. In this case you would reply Y when asked if you 
are sure you want to retrieve a file without storing your work. 


Any interruption in your work, such as answering the tele- 
phone, can be used as an opportunity to store your file. 


Helpful Hint: It isn't necessary to store a document back 
onto the same diskette it came from. You can change 
diskettes right before storing a document. Thus you can 
store multiple copies of a given text on several diskettes, 
under the same name or different names, simply by repeat- 
ing the Store command. 


The ability to do this, however, depends on where your 
"spill files" are located, since the spill file diskette must not 
be removed until after you finish storing. If you want to 
store copies of your document on multiple diskettes, done 
spill files must NOT be on your data diskette. 


After you have stored your document, press E to return to 
your document. You will automatically be taken back to the 
place where you were working before you stored the docu- 
ment. 
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CONTINUE EDITING A DOCUMENT (E) 


If you exit to the Main Menu from a document you are creat- 
ing or revising, you can return to your document by choosing 
the E option. For example, if you go to the Main Menu to 
store or print the file, you can use E to resume editing it. 
You will be returned to the place in your text where you were 
when you pressed Alt-F10 to Exit. 


Choosing E when you first start up Volkswriter, or any other 
time there is no document in memory, will bring you to a 
blank screen you can use for creating new text. After you 
return to the Main Menu, you can store this text using S if 
you want to; you will be asked to supply a file name at that 
time. 


STYLE SHEET (L) 


Margins and tabs are set while editing, and are part of what is 
called a layout. All changes of layout are stored automatically 
for you when you store a document. In addition, you can 
create a style sheet to provide starting layouts for an entire 
group of documents. This very helpful capability is described 
fully in Chapter 6. : 


PRINT (P) 


One way to print a file is to select P from the Main Menu. 
This will take you to the Print Menu. The Print Menu gives 
you access to special printing features such as queued printing 
and printing more than one copy of your document. Printing 
is covered in detail in Chapter 7. 
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RENAME A DOCUMENT (N) 


From the Main Menu you can change the name of a document 
by pressing N. The prompts ask you for the original name of 
the document you want to rename; then for the new name. If 
the document you are trying to rename doesn't exist on the 
diskette, or not as you typed it, or if the new name is already 
in use for another document on the diskette, you will see an 
error message saying so. 


DELETE A DOCUMENT (2) 


As you write more documents you'll probably want to erase 
old ones that are no longer needed, to make room for new 
ones. Just press Z and type the name of the document you 
want to delete. You will then be asked to confirm that you 
want to delete the document. Deleting a document is 
permanent. If you are sure you want to proceed with deleting 
the file, enter Y; if you have changed your mind, reply N. 


You can delete several documents at once using the DOS 
wildcard characters described above (see "Directory of files"). 
BE VERY CAREFUL using wildcard characters when you 
delete; the entire group of files will be deleted permanently, 
without further warning. Read your DOS manual, and be sure 
you know exactly which files will be affected if you try using 
wildcard characters when you delete. 


The delete function can not be used to remove a subdirectory. 


EXIT VOLKSWRITER (X) 


Whenever you have finished a Volkswriter session, you can 
return immediately to DOS simply by pressing X from the 
Main Menu. If you have made any changes in the current 
file since you last stored it, you'll see a message that asks if 
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you are sure you want to exit without storing; this gives you 
another opportunity to store the document. 


Once you have returned to DOS you can run any program 
normally. If you want to start Volkswriter again, just enter 
VW3. 


TEXTMERGE (T) 


TextMerge is a powerful feature that allows you, for example, 
to create a mailing list and a form letter, and to merge the 
two so that the names and addresses from the list are automat- 
ically inserted in the form letter. Details are found in 
Chapter 11. 


UTILITIES (U) 


Several programs are provide as "utilities" to assist you in 
special situations, including file conversion to and from special 
formats, and creating or editing spelling dictionaries. See 
Chapter 10. 


Suggestions for Naming Files 


You have encountered the concept of file names already, but 
now that you are creating your own documents, it is important 
to consider how you will name them. 


If you think about the work you will be doing with Volks- 

writer, you will probably find that most of the files you will 
be creating fall into a few categories. You may have files of 
correspondence, memo files, and perhaps also manuscript files. 
There may be several different layouts that you will be using 
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with each of these — different page sizes, perhaps, or type 
font, or margins and tabs, line spacing, and so on. 


It is best to group files according to the contents, using the 
extension of the filename to identify each group of files. 
Thus you might give all your correspondence files the exten- 
sion .LTR for letter. Similarly, your memo files could have 
.MMO extension, and financial report files might be grouped 
together with the extension .FIN. 


This system will leave you the 1 to 8 characters of the file 
name itself to distinguish one document in the group from 
another. Thus: 


JONES.LTR SMITH.LTR ADAMSO005.LTR etc. 


This will make it much easier for you to identify files when 
looking at a large directory; simply scan the file extensions in 
the directory. 


Helpful Hint: Grouping files by extension will also allow 
you to see a directory of only your .LTR files on a disk 
by entering the command D *.LTR. 


There is another good reason for using extensions to group 
files. As you will see in Chapter 6, Volkswriter 3 can 
automatically associate the correct "layout" information with 
files you have grouped together with one extension. Doing 
this makes use of what is called a style sheet. 


If you use the file name extension to group your files, it will 
be possible for you to have different style sheets for different 
types of document. 


To keep different versions of one document, change the 
filename, perhaps the last character of the filename, rather 
than changing the extension. That way, Volkswriter can 
continue to provide the right layout for each revision of the 
document without effort on your part. 
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For example, suppose you have written a first quarter report 
and saved it on disk under the name SALES.RPT. When you 
revise it later you can store the updated version as 
SALESI.RPT or NEWSALES.RPT to keep them both (remem- 
ber that, if you store under the original name, the new version 
replaces the old one completely.) 


NOTE: Do not use in your file names any of the special 
characters, like / and X, prohibited by DOS (see your DOS 
manual for legal file names). Do not use VWSTYLE as a file 
name, or .LYT as an extension. Do not use PRINT or 
KEYBD as a file name, with or without an extension, except 
as discussed in Chapter 12. Do not use .BAK, .PRP, or .TBL 
as extensions, or any of the extensions reserved by DOS, such 
as .COM, .EXE, .BAT, etc. If you use other software, such as 
a spreadsheet program, it may have other reserved file names 
or extensions. | 


CHAPTER 3 
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CHAPTER 3 
Entering Text and Editing 


The keyboard is your direct connection to Volkswriter 3, and 
thus to your documents. This chapter presents the keyboard 
functions, and some other important editing features, arranged 
for easy reference. If you are just learning how to use 
Volkswriter 3, we recommend that you start with Chapter 1 
and the Tutorials. 


Function Typewriter Keyboard Numeric 
Keys Keypad 


Figure 3-1. The Keyboard. 
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Alt, Ctrl, Shift - Extra Function Keys 


These three keys are used in conjunction with the ten function 
keys (Fl through F10), to provide additional functions. Hold 
the Alt, Ctrl, or Shift key down and press the appropriate 
function key to get the desired effect. 


When you are editing a document, you can press Fl to see an 
on-screen reminder of the function keys used alone, and with 
Alt, Ctrl, and Shift. Leave the Fl menu on your screen as 
long as you like while you work, or press Fl again to remove 
it so the full screen is available for your text. Brief informa- 
tion on the function keys is also found on the Reference Card 
included in your Volkswriter package; for detailed information 
on each function, see Chapter 4. 


Cursor Movement Keys 


Moving the cursor is done using the arrow keys, located on 
the right of the keyboard, referred to as Cursor-right, 
Cursor-left, Cursor-up and Cursor-down. For continuous 
movement in any direction, hold down the cursor key. 


When the cursor reaches the upper or lower boundaries of 
your screen, the text scrolls. 


When you are moving the cursor to the left using the Back- 
space or the Cursor-left key, the cursor will jump from the 
left margin to the right end of the previous line. Moving to 
the right past the right margin, the cursor simply continues to 
the physical end of the screen (column 250), because of 
Volkswriter's ability to handle long lines (see "Automatic 
Horizontal Scrolling," in Chapter 8.) 
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CTRL-CURSOR - NEXT WORD 


When you hold down the Ctrl key and press the Cursor-right 
key, the cursor skips to the first character of the next word. 
When you hold down the Ctrl key and press the Cursor-left 
key, the cursor skips to the first character of the previous 
word. 


The cursor will move to the next or previous line when it 
reaches the end of the present line. When moving forward, it 
will make an extra stop at the end of the line. 


HOME: LARGE CURSOR MOVEMENTS 


Larger cursor movement is provided by the Home key. Home 
is not like the shift keys (Alt, Ctrl, and Shift). Instead of 
holding down the Home key, you press and release it, and 
then press the next key. Using Home plus another key gives 
you great flexibility in moving the cursor with one hand. 


If you press Home by mistake, don't worry — unless the 
following key is among those listed, the accidental Home key 
is ignored. 


Home Cursor-up: The cursor jumps to the top of the screen 
directly above its current position. 


Home Cursor-down: The cursor jumps to the bottom of the 
screen directly below its current position. 


Home Cursor-right: The cursor jumps to the end of the 
current line. 


Home Cursor-left The cursor jumps to the first character of 
the current line. | 


Home Home: The cursor jumps to the top left corner of your 
screen, at the current left margin. 
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Home PgUp, Home PgDn: The cursor jumps one screen up or 
down. 3 


Home Home Home: The cursor jumps to the very beginning of 
the document you are currently editing. 


Home End: The cursor jumps to the last line of your docu- 
ment. 


OTHER CURSOR MOVEMENT KEYS 


End — Bottom of screen: The cursor jumps to the bottom of 
the screen, at the current left margin. 


Ctrl-Home — Beginning of text Another way to make the 
cursor jump to the very beginning of your text. 


Ctrl-End — End of text Another way to send the cursor to 
the very end of your text. 


PgUp, PgDn — Scroll text: These keys "scroll" the text towards 
the beginning (PgUp), or towards the end (PgDn) of your 
document, one half-screen at a time. 


Ctri-PgUp, Ctrl-PgDn — Previous page, next page: These keys 
take you to the previous top-of-page, or to the top of the 
next page. You will see the end of every page displayed on 
the screen. | 


Helpful Hint: In large documents you may want to jump 


from one page to some other instantly. This can be done 
via the Go To Page (Ctrl-F7) key. 
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Elsewhere on the Keyboard 


ENTER 


With Volkswriter, you press Enter to indicate the end of a 
paragraph. 


You should press Enter at the end of any line that you do not 
want reformatted into the following line or paragraph. 
Paragraph reformatting (discussed later in this chapter) will 
stop at the point where you pressed Enter. 


Pressing Enter causes a paragraph symbol to be inserted in 
your document and moves the cursor to the next line (you can 
see the paragraph symbol if you display special-effect markers 
by pressing Ctrl-F3). Like other special-effect symbols, the 
paragraph symbol never prints out in hard copy. 


If you press Enter with the cursor in the middle of a line, all 
text to the right of the cursor is moved down to the next line. 
Thus to split one paragraph into two, move the cursor under 
the character you want as the first character of the new 
paragraph, and press Enter. 


When the current right margin is set with an asterisk (*), the 
Enter key does not insert the paragraph symbol into the text. 
Pressing Enter simply returns the cursor to the current left 
margin on the next line. See "DOS Files," in Chapter 8. 


BACKSPACE 
This key moves the cursor back one position and erases the 


character in that space. If the cursor is at the current left 
margin, it will move to the right end of the previous line. 
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If you have turned on Insert (see below), text to the right of 
the cursor will move with the cursor when you press back- 
space. With Insert off, text to the right of the cursor does 
not move; use the Delete key to remove blank spaces, if 
necessary. 


INS - INSERT ON/OFF 


When you press the Ins key, you switch on the "Insert" mode. 
In Insert mode, whatever you type will be inserted into the 
text, and existing text will be pushed ahead to make room. 


With Insert off (sometimes called "Typeover" mode), characters 
you type replace the characters at the cursor position. 


Press the Ins key once to turn on Insert, and a second time to 
switch Insert off. Insert is automatically turned off when you 
press F10. 


Note that the cursor becomes larger when Insert is on, so you 
can see at a glance whether Insert is on or off. 


DEL - DELETE CHARACTERS 


Every time you press the Delete key, one character is deleted, 
and the space is closed up. Like other keys, the Delete key 

repeats if you hold it down, removing characters quickly and 
continuously until you release it. 


NUM LOCK 


When you press this key, you turn the cursor control keys into 
a numeric keypad. Pressing it a second time turns them back 
into cursor controls. It is usually best to use the number keys 
at the top of your keyboard for entering numbers, and use 
these keypad keys for cursor control. 
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CAPS LOCK 


This key is similar to the Shift Lock key on typewriters, 
except that it applies only to letters. Other characters that 
require shifting to "uppercase" on a typewriter, such as the $ 
or & symbols, still require you to hold down the Shift key. 
Caps Lock is useful for titles that are in all capital letters, and 
for writing program lines. Press it once to turn it on, and 
again to turn it off. | 


ESC 


The Escape key has no significance in Volkswriter when you 
are entering text, and can be used when you need to send the 
Escape code to your printer. It displays on-screen as a left 
arrow. 


If you press Esc in response to a question or at a menu, 
Volkswriter interprets it to mean the same as the F10 (Reset) 
key. 


TAB - TABULATE/INDENT 


When you press this key, the cursor moves right to the next 
tab position, as indicated on the current ruler line. If you tab 
to a decimal tab stop, a message on the status line will 

tell you it is a decimal tab position, and you can see it on the 
ruler line. To change tab stops, you use the Layout key (F9); 
see Chapter 6. 


When Insert is off, pressing Tab has no effect on existing text, 
and thus this key can be used for rapid cursor movement 
across a line. With Insert on (indicated by the change in 
cursor size), text at the cursor will be pushed ahead to the 
next tab stop. 
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SHIFT TAB - PARAGRAPH INDENT 


If you hold down the Shift key and press the Tab key, a 
temporary left margin will be set wherever the cursor is then 
located. This temporary margin remains in effect until you 
press the Reset key (F10), or until you set a different 
temporary margin with Shift- Tab. 


Note, however, that it 1s usually better to use Volkswriter's 
multiple-layout capability, which allows you to have paragraphs 
indented from both the left and the right margins, and to 
switch to single-spacing from double-spacing, if you want. 

See Chapter 6. 


Reformatting 


Reformatting is necessary whenever you make a change that 
affects the length of a line in a paragraph. Reformatting 
adjusts the changed line and all lines that follow in the 
paragraph so the line lengths are nearly even. 


Volkswriter does this reformatting automatically after you make 
a change in a line, when you move the cursor or start another 
process. The keys that will trigger reformatting after an 
editing change include all cursor-movement keys plus most 
function keys, with some exceptions such as F4, Ctrl-F4 and 
Alt-F4. You can cancel a pending automatic- reformat d 
pressing F10. 


The reformatting will respect your current margins, including a 
currently active temporary left margin set with Shift-Tab. 
Reformatting stops at a paragraph-end symbol (press Ctrl-F3 
to see hidden special-effect symbols), or at a blank line. 
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To reformat manually, you move the cursor to the first line in 
a paragraph that needs to be readjusted, and press the F8 key. 


Helpful hint To combine two paragraphs into one, delete 
the paragraph-end marker at the end of the first paragraph 
(again, if you cannot see the markers, use Ctrl-F3 to turn 
them on). Then delete any blank lines between paragraphs. 
Finally, with the cursor anywhere in the first paragraph, 
press F8. 


You will usually want reformatting turned off when you are 
editing columns of numbers or performing math functions, or 
any time you are editing documents that do not contain 
end-of-paragraph symbols. You can turn off automatic refor- 
matting in the Preference Menu (Ctrl-Fl). You also have the 
option of turning off all reformatting — for an entire 
document or for specific parts of a document — in the Layout 
Menu (F9). 


You can cancel reformatting once it is underway by pressing 
F10. Note, however, that interrupting reformatting may 
introduce errors, particularly the repetition of a word or 
phrase. Check your text carefully. 


GLOBAL REFORMATTING 


Global reformatting is the easy way to reformat more than one 
paragraph. Volkswriter 3 allows you to reformat part or all of 
your document, without the need to press F8 for each 
paragraph. You specify the amount of text you want 
reformatted by marking it with the F5 and F6 block markers 
(more on block markers in Chapters 4 and 8). Then press F8, 
and all the marked text will be reformatted. 


Thus you can reformat an entire document, after changing 


several layouts, for example, or when you have changed 
printer number. Press F5 with the cursor under the first 
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character of the document, and F6 with the cursor under the 
last character. When you press F8, the entire document will 
be reformatted. 


Global reformatting respects the margin settings in all the 
layouts in your document. Single-lines ending with a 
paragraph-end symbol will keep their leading spaces; this will 
protect your centered headlines from being moved, provided 
you have pressed Enter after each one. If you have entered 
text using Shift- Tab to set a temporary left margin, however, 
this temporary indentation will be removed during global 
reformatting. 


The Preference Menu 


When you press Ctrl-Fl, you will see a menu that allows you 

to set several features according to your preferences. If you 

change one or more of the settings, you have the option of — 
storing the new entries so they will automatically be in effect 

the next time you start Volkswriter 3. 


Figure 3-2. The Preference Menu. 
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The following choices are available in the Preference Menu. 
Each of these options (except the decimal tab character) 
changes from Yes to No, or from No to. Yes, when you type’ 
the letter next to the option. | 


Automatic reformatting: Enter a Y to switch on the automatic 
reformatting feature, or N to turn it off. 


Automatic hyphenation: With automatic hyphenation switched 
on, Volkswriter automatically divides words that cross the right 
margin and inserts a hyphen at the correct point. If you 
select N, automatic hyphenation is disabled, and only whole 
words will be "wrapped" when you reach the end of a line. 
See Chapter 5. 


Decimal tab character: In normal U.S. usage, a period is used 
to indicate the decimal point. European custom is to use a 
comma instead. You can set a comma as the decimal point in 
this option. The character you select will become the decimal 
point character when you use decimal tabs. See Chapter 6. 


Phonetic spelling matches: You can control whether or not the 
spelling program performs full phonetic searches when you ask 
for suggested alternatives to a word. Phonetic searches take 
slightly longer, but are more likely to find the alternative you 
want. Spelling is discussed in Chapter 5. 


Show Division Decimals: When you perform division with the 
math function, the result may sometimes involve a decimal 
fraction, even though you started with whole numbers. If you 
want these decimal fractions always displayed, select Y. 
Otherwise, division of two whole numbers will give you only a 
whole-number result (see Chapter 9). Here's the difference: 


No decimals: 4/3 = 1 (integers only) 
With decimals: 4 / 3 = 1.33 


Visible line spacing: If you want, you can have line spacing 


(single space, double space, triple space) appear on screen. 
While this makes the display look more like your final 
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document, it also means that fewer text lines can fit on the 
screen, and thus you must do more scrolling to read your text. 
Whether or not you have line spacing displayed, the line 
counter on the status line will count correctly — two lines at a 
time if you have selected double spacing — and the page 
breaks will be shown accurately. 


Show ruler line: The ruler line tells you the current margin 
and tab settings, the current layout number, and other 
important information. You can have the ruler line displayed 
while you work or turn it off. Displaying the ruler line is 
usually best if you have changes of layout (margins, tabs, or 
other settings) within your document. If you do not change 
layout, you may want to turn off the ruler line so the full 
screen is available for your text. 


Show special effects markers: The special characters that 
indicate the end of a paragraph and special print styles like 
boldface, underlining, and different fonts, can be either hidden 
or displayed. Special-effect markers should be hidden most of 
the time so you can see your text exactly as it will print out, 
with columns aligned correctly. You can switch the markers 
on via this menu option or with the Ctrl-F3 key whenever 
you want to find one of the special characters — to delete it, 
for example. Seeing the paragraph-end symbol also shows you 
where reformatting will stop. 


Beep on errors: Select Y if you like to hear a warning beep 
when an error occurs. Choose N for silent operation. 


Automatic backups: With N selected, storing a file overwrites 
the previous version of the file, if there is one. If you 
select Y, the previous version is saved as a backup file when 
you store, under the same file name but with the extension 
.BAK. Your new version is then stored under the original file 
name. 
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CHAPTER 4 
The Editing Function Keys 


The editing functions are presented in this chapter for your 
reference. They are presented here alphabetically; refer to the 
Fl Help screen (see Fig. 4-1) if you need a list of the 
functions by key. 


Keep in mind that many editing functions can be combined 
with others. For example, when you have marked a block of 
text to be moved or copied, you may then use the Find func- 
tion or the Go To Page function to go to the new location, 
and then press the appropriate key for the move or copy 
process. Advanced editing functions are discussed in 

Chapter 8. 


And, if you find that you have pressed the wrong key, 


remember F10, the Reset key, and F1, Help, to assist you in 
finding the right key. 
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= Function Keys = : = = meam e = 
Key: Fi F2 F3 F4 F5 F6 p! = Fa — fF 
By Itself: Help Spell 4—» -Word » Block «Block Find Reform Lay 
With ALT: Print Read -*Line -Text Move Copy Repl eek 
With CTRL: Prefer Note Marks -Line »Colmn «Colmn Page 
With SHFT:  Subscr — Fontl Font2 Font3 Font4. Bold Ovrstr Unde 


Figure 4-1. The Help (Fl) Menu. 


Append Block to File 


See "NotePad — Ctrl-F2." 


RAE. 

F5] 

Begin Block Ls] 
This key is used to mark the beginning of a block of text. 


Once you have marked a block, you can turn on or off: 


boldface (Shift-F7), 
overstrike (Shift-F8), 
underline (Shift-F9), 
shadowprint (Shift-F10), 
Fonts 1 - 4 


OR you can : 
move the block (AIt-F5), 
copy the block (Alt-F6), 


delete the block (Alt-F8), 
check spelling of the block (F2), 


4-2 


EDITING FUNCTION KEYS 


reformat the block (F8), 

store the block on disk (Ctrl-F10), or 

append the block to a disk file using NotePad 
(Ctrl- F2). 


Place the cursor under the first character you want to mark, 
and then press F5. Text will be highlighted in reverse video 
from the cursor position to the end of the document, until you 
press F6 to end the block. 


IMPORTANT: You must press F10 to cancel a marked block. 
You can see the block marker symbols if you display special 
effect markers (Ctrl-F3), but deleting the Begin Block symbol 
without pressing F10 does NOT cancel the block. 


See "End Block - F6," below, and "Block and Column Func- 
tions," in Chapter 8. 


a 
Begin Column (cin) Ls] 


Pressing this key marks the beginning of a column of text for 
moving (Alt-F5), copying (Alt-F6), deleting (Alt-F8), or for a 
math or sort procedure. 


Position the cursor at the upper left corner of the column and 
press Ctrl-F5; then mark the lower right corner with Ctrl-F6. 
The column you mark will be highlighted in reverse video so 
you can tell exactly what column will be affected. 


IMPORTANT: You must press F10 to cancel one or both col- 
umn markers. You can see the begin-column symbol if you 
display special-effect markers (Ctrl-F3), but deleting the Begin 
Column symbol without pressing F10 does NOT cancel the 
marker. See "End Column — Ctrl-F6," below, and "Block and 
Column Functions" in Chapter 8. 
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Beginning or End of Line Us] 


When you press this key the cursor jumps alternately to the 
left edge of the screen and to the right end of the line. 


Note the difference between F3 and Home Cursor-left. Home 
Cursor-left moves to the leftmost character on the line, no * 
matter what column it is in. 


F3 will always take you to Column 1 even if you have a tem- 
porary left margin set with Shift- Tab, or a left margin set in 
the current ruler line. Thus, F3 is particularly useful when 
entering embedded (..) commands, which must begin in Col- 
umn | (see Chapter 7). 


MEER, OR 
Boldface a u 

Shift 
This key turns on or off boldface in your text, or for a 
marked block. Boldface text will display as high intensity on 
your screen. See "Special Effects" in Chapter 7. 


The boldface symbol is normally hidden. To see it, press 


Ctrl-F3; press Ctrl-F3 a second time to hide the special-effect 
symbols. 


Cancel 


See "Reset." 
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Center m [s] 


When you press Alt-F9, the line the cursor is on will be 
centered within the current margins, and the cursor will jump 
down to the next line. 


Centering makes use of a special character (ASCII 7), placed 
at the end of the line. A centered line is not moved to the 
left margin by reformating. 


If you change your mind, you can "un-center" the line by 
placing the cursor where you want to start the line, and 
. pressing F4 once to remove the blank space. 


Copy Block or Column I Ls] 


This command copies a block marked with F5 and F6, or a 
column marked with Ctrl-F5 and Ctrl-F6. 


First mark the block or column. Then move the cursor to the 
location where you want the block or column inserted and 
press Alt-F6. 


You will see the message "COPYING..." on the status line. 
The copied text remains intact at its original location. 
Reformatting of a block occurs at the destination. 


Note that any layout changes included in your marked block 
wil also be moved. It is a good idea to check layouts at the 
destination after performing a copy. 


A copied column will be inserted, and existing text moved to 
the right, if the marked column and the destination start on 
the same line; otherwise, the column will overwrite existing 
text. No reformatting occurs with a column. For details, see 
"Block and Column Functions" in Chapter 8. 
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Delete Block or Column [n] ae 


This command deletes a block of text defined by the F5 and 
F6 keys, or a column defined with Ctrl-F5 and Ctrl-F6. 


First mark the block or column. Then press AIt-F8 to delete 
it You will see the message "DELETING" on the status line. 
With a column deletion, you are asked if you want to Blank 
(replace the column with blanks), or Delete (delete the column 
and the space it occupies). 


With a text block, remaining text is reformatted into a 
paragraph if necessary; no reformatting occurs with a column 
deletion. (See "Block and Column Functions" in Chapter 8.) 


Delete Entire Line m UJ 


This key deletes the entire line where the cursor is positioned, 
regardless of where on the line the cursor is located, and 
closes up the space. When held down, it will continue 
deleting text line by line quite rapidly. For deleting very 
large amounts of text, use the Delete Block function (Alt-F8). 


Delete Remaining Text on Line ls) o 


When you press this key, text from the cursor to the right, 
through the end of the line, will be deleted. Text on that 
line to the left of the cursor remains. 


If the cursor is at Column 1 of the screen, the whole line is 


deleted and the lines below it are moved up to take the space 
of the deleted line. 
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Delete Word o 


This key deletes the word at the cursor. Any trailing spaces 
following the deleted word are also deleted, up to either the 
beginning of the next word, or the end of the current line. 
With the cursor on leading spaces (spaces before a word), the 
spaces only are deleted when you press F4. Thus to make a 
centered or indented line flush-left, place the cursor at the 
left margin of that line and press F4 once. If the cursor is 
placed within a word, any letters before the cursor will not be 
deleted. When the cursor is at the end of a line, pressing F4 
will move it down to the next line. 


End Block Ls] 


This key is used to mark the end of a block of text. Place 
the cursor under the last character you want to mark, and 
then press F6. Your block will be shown in reverse video. 


IMPORTANT: You must press F10 to cancel one or both block 
markers. You can see the End-Block symbol if you display 
special effects markers (Ctrl-F3), but deleting the End-Block 
symbol without pressing F10 does NOT cancel the block 
marker. 


See "Begin Block — F5," above, and "Block and Column Func- 
tions" in Chapter 8. 


End Column m n 


Pressing Ctrl-F6 marks the end of a column for moving, 
copying, deleting, or for a math or sort procedure. 


Place the cursor at the lower right corner of the column you 
want to mark, and then press Ctrl-F6. The column will be 
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highlighted in reverse video. Check that the highlighted 
column includes exactly the area you intended to mark. 


IMPORTANT: You must press F10 to cancel one or both col- 
umn markers. You can see the End-Column symbol if you 
display special effect markers (Ctrl-F1), but deleting the 
End-Column symbol without pressing F10 does NOT cancel the 
marker. 


see "Begin Column — Ctrl-F5" above; also see Chapter 5 and 
"Block and Column Functions" in Chapter 8. 


Exit to Main Menu ao an 


This key takes you back to the Volkswriter 3 Main Menu. 
From there you can select S to store text on disk. If you 
select E from the Main Menu, you will be returned to your 
current place in your text. 


During printing, Alt-F10 will cancel printing; F10 stops 
printing temporarily. 


Find u 


Use this function when you want Volkswriter 3 to find a 
character or string of characters you specify. 


When you press F7, you will see the prompt "FIND: " on the 
status line. Enter one or more characters or words; you can 
include symbols used to mark special effects like boldface if 
you want to (see Special Characters in Chapter 8). Press - 
Enter. You can then specify whether the search is to ignore 
capitalization, or search for the words exactly as entered. 


Each time you press F7 after that, the search will resume, 
taking you to the next instance of the string of characters that 
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you entered. Press F10 when you want to cancel the search 
"string," and then press F7 if you want to enter a new one 
(see "Find and Replace," Chapter 8). 


ont 1 NA 
ra] 
F ont 1 o] "amena 
Shift 
This key indicates a return to the normal font, Font 1, from 
one of the other fonts. (See "Special Effects," Chapter 7.) 


To change fonts, use F5 and F6 to mark the block that you 
want in a different font. Then press the appropriate font key, 
in this case Shift-F3. 


The heart symbol indicating Font 1 is normally hidden. To 
see it, press Ctrl-F3; press Ctrl-F3 a second time to hide the 
special-effect marker. 


Font 2 (2) E] 


Shift 
Pressing this key indicates the start of Font 2. Font 2 is 
often italics, red colored ribbon, or a special headline font, 
depending on the printer. (See "Special Effects," Chapter 7.) 


To change fonts, use F5 and F6 to mark the block that you 
want in a different font. Then press the appropriate font key, 
in this case Shift-F4. 

The diamond symbol for Font 2 is normally hidden. To see 
it, press Ctrl-F3; press Ctrl-F3 a second time to hide the 
marker. | 


Text in Font 2 will be highlighted on your screen. 


4-9 


VOLKSWRITER 3 


Font 3 [^] B 
Shift 


This key marks the start of Font 3. (See "Special Effects," 
Chapter 7.) 


To change fonts, use F5 and F6 to mark the block that you 
want in a different font. Then press the appropriate font key, 
in this case Shift-F5. 


The Font 3 club symbol is normally hidden. To see it, press 
Ctrl-F3; press Ctrl-F3 a second time to hide the special-effect 
marker. 


Text in Font 3 will be highlighted on your screen. 


Font 4 [^] n 
Shift 


This key indicates the start of Font 4. (See "Special Effects," 
Chapter 7.) 


To change fonts, use F5 and F6 to mark the block that you 
want in a different font. Then press the appropriate font key, 
in this case Shift-F6. 


The spade symbol indicating Font 4 is normally hidden. To 
see it, press Ctrl-F3; press Ctrl-F3 a second time to hide the 
special-effect marker. 


Text in Font 4 will be highlighted on your screen. 
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— Go To Page / Go To Line E izl 


When you press this key, you will be asked on the status line 
"WHICH PAGE?". Reply with the number of the page you 
want to see, and press Enter. 


If Pagination is currently set to N (no pagination), pressing 
this key will produce the prompt "WHICH LINE?" and you 
can specify the line number you want to go to. 


Help E 


Press Fl any time you are editing with Volkswriter, when you 
need a quick reminder of the other Function keys. All the 
Function key assignments are contained on this one convenient 
screen (see Figure 4-1), which you can leave on as you work 
or switch off (press Fl again) to make the full screen available 
for your editing. 


From the Main Menu, pressing F1 brings up a brief descrip- 
tion of the Main Menu functions. 


Insert a Document 


See Read File - Alt-F2 


Hd Line n ü 


This key inserts a whole blank line at the line where the 
cursor is located. The cursor won't move from its position, 
and you can type directly onto the newly created blank line. 
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Layouts Us) 


When you press F9, you see the Layout Options Menu. For 
information, see Chapter 6. 


Math em (s) 


Ctrl-F9 allows math functions or sorting to be performed on a 
column marked with Ctrl-F5 and Ctrl-F6. See Chapter 9. 


Move Block or Column (ax) B) 


This command moves a block of text marked with F5 and F6, 
or a column marked with Ctrl-F5 and Ctrl-F6, to the location 
indicated by the cursor. With a block move, text remaining at 
the original location and the moved text are both reformatted. 
No reformatting occurs with a column move. 


After pressing Alt-F5, you will see the message "MOVING..." 
on the status line. Note that any layout changes within your 
marked block will also be moved. It is a good idea to check 
to be sure you have the layouts you want after moving a 
block. 


A column will be inserted, and existing text moved to the 

right, if the marked column and the destination start on the 
same line; otherwise, the column will overwrite existing text. 
For details, see "Block and Column Functions" in Chapter 8. 
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NotePad: Append Text 
: : Mame EBD, 
to Disk File [cu] [r2] 
| C Cae 
This key takes either the single line where the cursor is 
located, or all lines defined by F5 and F6, and adds these 


lines to the end of a file, removing them from your text. F5 
and F6 designate whole lines only, when used with NotePad. 


The first time you press this key you will see the message 
asking you for the name of the file you want your text 
appended to. 


Enter the name of a document to contain your notes, such as 
MEMO, NOTES, or FOOTNOTE. A document by that name 
will be created automatically, if it doesn't exist on your disk; 
if a document already exists with the name you give, the 
entire contents of the document will be preserved Me your 
notes will be added. 


Later, any time you press this key, Volkswriter 3 will 
remember the name of your last NotePad file (for example, 
MEMO) and will ask if you want to append your text to the 
same file. If you reply Y for Yes, the new note will be 
added to the existing text in your file MEMO. To switch to 
a different NotePad file, reply N and give another name. 


If layout changes are included in the block, they are stored 
along with the text. However they will refer in the NotePad 
file to the layouts stored with that file. 


You can have as many NotePads as will fit on your disk. To 
examine the contents of your NotePads, simply retrieve them 
just as you would any other document. 


Here is a summary of the differences between NotePad and 
the Store (Ctrl-F10) function: | 
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Ctrl-F10 — Used to store aH or part of a file, Ctrl-F10 

- will overwrite an existing file on the same disk of the 
same name. Text is copied from your current file, not 
removed from it. 


NotePad —  Storing a line or block of text with NotePad 
appends the text to any that already exists in the file 
named, thus saving all text in the file. The text is 
removed from the current file. 


See "Storing Part of One File as a Separate File" in Chapter 8. 


Co GENEP, 
Preference Menu icol u 


The following options are included in the Preference Menu: 


Automatic reformatting 
Automatic hyphenation 
Show special-effect markers 
Display linespacing 

Show ruler line 

Phonetic spelling searches 
Display decimals 

Automatic backup files 
Beep on errors 

Decimal point character 


For more information, see Chapter 3. 


Print ait} E) 


This key prints the document being edited, from the line 
where the cursor is positioned through the end of the file. 
If you want to print your entire file, simply go to the first 
line of your document and press Alt-F1. 
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Helpful Hint: To print only a portion of your text, place 
a .END command where you want printing to stop (see 
Chapter 7), then move the cursor to the place where you 
want printing to start and press Alt-Fl. 


Printing is covered in detail in Chapter 7. 


Read File ja) (F 


This key allows the text of any document to be read from 
disk and inserted into the file you are working on at the point 
where the cursor is positioned. 


When you press Alt-F2, you will see the message: 


INSERT DISK FILE INTO TEXT 
WHICH FILE: 


Type the name of the document, with drive if necessary, and 
press Enter. Then you will see: 


STARTING WITH LINE NUMBER: 
If you press Enter at this prompt, the entire document will be 
inserted into your text. If you want to insert only specified 
lines, enter a line number here; in this case you will see: 
ENDING WITH LINE NUMBER: 
Enter the number of the last line you want inserted. To insert 
all the rest of a document, you can guess at the ending line 


number, or simply enter a very large line number. 


Layouts changes are brought in with the text of the docu- 
ment, and will refer to the existing layouts in the document. 


Helpful Hint: If you have text that you need inserted at 
several locations in your file, write it once and then store 
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it on disk under a different file name using the Store 
.(Ctrl-F10) or NotePad (Ctrl-F2) functions. Then move the 
cursor to each location where the text is needed and read 
in the file you have just created with Alt-F2. 


See "Merging One File Into Another" in Chapter 8. 


Reformat Paragraph - F8 


Reformatting straightens out a paragraph that has become 
ragged from inserting and other forms of editing that break up 
lines. Reformatting is usually done automatically. If you need 
to reformat manually, use F8. 


Reformatting continues to the next end-of -paragraph symbol, 
the symbol inserted in your text when you press Enter (you 
can see these symbols by pressing Ctrl-F3). Reformatting 
also stops at a blank line. 


Reformatting respects the margins of the current ruler line. If 
you have used the # character to set a different left margin 
for the first line of all paragraphs (for indenting or 
"outdenting"), this will determine where the first line is 
aligned. If you have inserted leading blank spaces on the first 
line of your paragraphs, reformat will leave them in place. 


You can turn automatic reformatting on or off in the Prefer- 
ence Menu. 


All reformatting can be turned off from the Layout Menu 
(F9). Use a layout that has reformatting off any time you 
want to be sure reformatting does not occur. This can be 
helpful when your document contains columns of numbers, or 
with files that do not contain paragraph-end symbols. Using a 
* for your right margin also turns off reformatting, for 
creating DOS files (see Chapter 8). | 
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Replace D (7) 


Similar to the Find function, the Replace key lets you replace 
one string of characters with another string that you specify. 
If you specify no replacement string, the original string is 
deleted. 


When you press Alt-F7 you will see on the status line the 
prompt "REPLACE:". Type the character or characters you 
want to replace and press Enter. 


You will see the prompt "WITH: Type the new word or 
characters you want substituted for the old. After doing so, 
press Enter again. 


Then you will be asked if you want to replace "ALL" the 
occurrences of those characters or not. Reply Y if you want 
to replace all instances of the first string with the second, or 
N if you want to be able to specify where the replacement 
occurs. NOTE: If you reply Y and need to stop the automatic 
replacement, press any key. 


See "Find and Replace" in Chapter 8. 


i T, 
Reset an 


Affectionately known as the "Panic Button," F10 will get you 
out of a function you want to stop in mid-stream. 


F10 also: 
Resets Find (F7) and Replace (Alt-F7) so you can enter a 
new word or phrase to start a new search, 
Cancels a temporary left margin set with Shift- Tab, 
Cancels block and column markers, 
Cancels a pending auto-reformat, 
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Cancels reformatting 

Cancels any operation that has caused a prompt, i.e., when 
Volkswriter is asking for a file name or a layout field, 

Terminates the spelling verification process. 


In any menu, the F10 key also cancels any command you have 
started. For instance, if you are at the Main Menu and 
accidentally press S to store, you can just press F10, and you'll 
be returned to "YOUR CHOICE". 


While printing, F10 will temporarily stop printing while you 
realign the paper, for example, or answer the telephone (the 
printing may continue for a few moments before stopping, if 
your printer has a "buffer". When you are ready to continue 
printing, press F10 again. To cancel printing altogether, use 
Alt-F10. 


F10 will also re-display what is on-screen in the rare event 
that DOS (the operating system) decides to place a message in 
the middle of your screen, such as "Out of Paper." 


ai 
i F10p 
Shadowprint ams" Vas! 

shift 
This key turns on or off shadowprint in your text or for a 
marked block. Shadowprint text will display as high intensity 
on your screen, and print in heavy type, similar to boldface 
(the exact effect depends on the printer). See "Special Effects" 
in Chapter 7. 


The shadowprint symbol is normally hidden. To see it, press 


Ctrl-F3; press Ctrl-F3 a second time to hide the special-effect 
markers. 
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Show/Hide Markers c] ae 


Volkswriter uses symbols to mark the end of a paragraph, as 
well as special effects like underlining, boldface, font changes, 
and so on. These markers are normally hidden. 


You can display the hidden special-effect markers by pressing 
Ctrl-F3. This will allow you to, for example, see where a 
paragraph reformatting will stop, or find a symbol you want to 
delete. The hidden markers are never printed, whether or not 
you have them displayed on your screen. 


Spelling Verification L2] 


To check spelling of a single word or a marked block, press 
F2 once. Press F2 a second time to check spelling conti- 
nuously, starting from the cursor position. For details on the 
spelling program, see Chapter 5. 


Store Block or File em E 


This key allows you to store all or part of the text in your 
current file on disk. 


The main use for this key is to store a marked part of your 
file as a separate file with a different name. If you want to 
store your entire file and then resume working on it, exit to 
the Main Menu with Alt-F10. Choose S from the Main Menu 
and respond to the prompt asking you about the file name. 
Then choose E to return to your file at the place where you 
were last working. 


To store part of the text you are working on, define the block 


of text you wish to store, beginning with F5 and ending with 
F6. Then press Ctrl-F10. You will be asked to confirm that 
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you want to store only part of your file. When prompted for 
-a file name, BE SURE to give it a different name than the 
name of the file you are editing, or the partial file you have 
marked will replace your whole original file on disk. 


Layout changes are included when you store a marked block, 
and the layout information will be included in the new file. 


NOTE This capability is similar to that of NotePad (Ctrl-F2), 
but there are some important differences: 


Store — The Store function will overwrite an existing file 
on the same disk of the same name. Text is copied from 
your current file, not removed from it. 


NotePad — Storing a line or block of text with NotePad 
appends the text to any that already exists in the file 
named, thus saving all text in the file and adding the new 
text to it. The text is removed from the current file. 


See "Storing Part of One File as a Separate File" in Chapter 8. 


Strikethrough i5] Us] 
| shift 


This key turns on or off strikethrough in your text, or in a 
marked block. The affected text will blink on and off on 
your display. When printed, it will be overstruck with the "-" 
character. See "Special Effects," Chapter 7. 


The strikethrough symbol is normally hidden. To see it, press 
Ctrl-F3; press Ctrl-F3 a second time to hide the special effect 
markers. | 
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. Subscript lal iE] 
: Shift 


.Use this key to mark the beginning of a subscript in your text 
or to end a superscript (Shift-F2). Subscripts and superscripts 
are automatically switched off at the end of a line. See 
"Special Effects," Chapter 7. 


The subscript symbol is normally hidden. To see it, press 
Ctrl-F3; press Ctrl-F3 a second time to hide the special-effect 
markers. 


pt NE) 
Superscript a a. 


Use this key to mark the beginning of a superscript in your 
text or to end a subscript (Shift-F1). Subscripts and 
superscripts are automatically switched off at the end of a 
line. See "Special Effects," Chapter 7. 


The superscript symbol is normally hidden. To see it, press 
Ctrl-F3; press Ctrl-F3 a second time to hide the special-effect 
markers. 


Gp (Aum 
Underline B Ls] 
i 


This key turns on or off underlining in your text or for a 
marked block. The affected text will be underlined on most 
monochrome monitors or in a different foreground color on a 
color monitor. See "Special Effects," Chapter 7. 


The underline symbol itself is normally hidden. To see it, 


press Ctrl-F3; press Ctrl-F3 a second time to hide the 
special-effect markers. 
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CHAPTER 5 
Spelling and Hyphenation 


The Volkswriter 3 spelling program is the most powerful 
spelling verification and hyphenation program available. You 
can check spelling almost instantly, at any time while you are 
editing — whether you want to check a single word you have 
just typed or check some or all of your document. 


There are more than 170,000 words in the permanent spelling 
dictionary. If The Volkswriter 3 spelling program does not 
recognize a word or name that you know is correctly spelled, 
you can add it to a temporary dictionary, in effect throughout 
your present editing session, or to your own personal diction- 
ary. The spelling program will also find capitalization errors 
and repeated words (like "and and"). 


Volkswriter 3 also provides true automatic hyphenation that 
will produce an accurate word break when a long word falls at 
your current margin. If you later edit the paragraph so that 
the word is no longer at the end of a line, the "soft hyphen" 
inserted by the program is removed, and the word reassembled 
on one line. You can select the size of the "hyphenation 
zone," thus determining how many words are hyphenated and 
how ragged or even your right margin is. Hyphenation occurs 
as you enter text and whenever a paragraph is reformatted — 
whether the reformatting occurs automatically or via the F8 
key. 


There are a few points to note about using spelling programs: 
with a list of some 170,000 words, Volkswriter’s spelling 
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program is the most complete available. Every effort has been 
made to ensure that all entries are approved usage in American 
English, and the entire list has been verified using several 
authoritative dictionaries. 


However, a spelling program is not a substitute for your 
desktop dictionary; there are several things it can not do. The 
spelling program can not tell whether a word has the right 
meaning in your text — it can not tell if you have used "your" 
where you should use "you're," or "has" where you meant to 
type "had." 


For some words, more than one spelling may be acceptable. 
The spelling program cannot check that you have spelled a 
word consistently in your document. Furthermore, the fact 
that a word is accepted by Volkswriter does not mean that the 
spelling you used is the best or most widely accepted way to 
spell that word, or even that the spelling you are using is 
universally considered acceptable. 


In the case of misspelled words, you can ask the program to 
suggest possible alternatives. Here, too, more than one 
acceptable spelling of a word may appear. 


How to Check Spelling 


The spelling program is ready at any time when you are 
editing a document. 


To check a single word, press F2 once immediately after 
typing the word; or place the cursor anywhere on a word, or 
on the same line but after the word you want checked, and 
press F2 once. 


If the word is correctly spelled, the cursor will move to the 
end of the word, and you will see the message "1 word 
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checked" on the status line. If the word is not correctly 
spelled, you will see the Spelling Correction Menu. 


With spelling verification always ready, you can press F2 any 
time you have typed a word you are unsure of. If it is 
misspelled, you can have the program suggest alternatives, one 
of which may be the word you need. 


To check spelling continuously, for an entire document or part 
of a document, press F2 twice. Spelling verification will start 
from wherever the cursor is located. If you have checked 
spelling on a single word with F2, and receive the message "1 
word checked", pressing F2 a second time with no intervening 
keystrokes will start continuous spelling verification, beginning 
from the cursor's location. 


You can also mark a block of text using F5 and F6. When 
you press F2, your marked block will be checked for spelling. 


To stop spelling verification at any time, press F10. To 
restart it, press F2 twice. 


The Spelling Correction Menu 


When Volkswriter encounters a misspelled word, you wili see 
the Spelling Correction Menu shown below. This menu pro- 
vides you with a number of choices designed to give you great 
flexibility in handling corrections and updating the list of 
accepted words. 
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Figure 5-1. Spelling Menu. 


Suggested alternatives 
Options for correction 
Bad spelling in text 


Here is a brief description of the choices; see the examples in 


the 
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section that follows for additional guidelines and options. 


A - Accept — Pressing A (or F2) tells Volkswriter that 
the word in question is correctly spelled. Once you accept 
a word, it will not be found again as a misspelling unless 
you restart Volkswriter. The word is not stored on disk 
for future sessions. 


U - Update — This option accepts the word as currently 
spelled, and adds it permanently to your personal on-disk 
dictionary. Your personal dictionary has a capacity of more 
than 2,500 words. 


S - Suggest — If you select this option, Volkswriter 3 will 
provide possible alternatives for the word in question. Thus, 
for a word you do not know how to spell, you can type 
your best guess and then ask for suggested alternatives, one 
of which may be the word you want. The Suggest option 
will not be available if the questioned "word" consists of 
letters combined with numbers or symbols. 
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R - Replace — This option lets you enter a word in the 
menu text line that will replace the highlighted word. No 
dictionary updating occurs. 


T - Typeover — This option puts the cursor in the text 
area at the word being questioned. You can correct it by 
typing over or inserting characters as necessary. When you 
have finished correcting the word, press F2 once to resume 
the spelling check. 


I - Ignore — Choose this option for any word that you 
want to skip over, without adding it to any dictionary; 
future instances of this word will still be found as possible 
misspellings. | | 


Some menu options that will only appear under specific 
circumstances: 


C - Capitalize — This choice appears only when a name is 
not capitalized. If you select this option, the word will be 
corrected to have an initial capital letter. 


C - Change to UPPER case — You will see this option 
with certain words or acronyms that should be all caps, for 
example, "NASA". 


S - Space insert — If a word starts with a punctuation 
mark (such as ",word"), you can select this option to insert 
a space after the punctuation mark. 


D - Delete punctuation — if a word includes an embedded 
punctuation mark ("wor.d") , you can select this option to 
remove it. 


P - Period after abbreviation — If the spelling program 
finds an abbreviation that should have a period after it 
("etc "), choose this option to automatically insert the 
period. 
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P - Period after symbol — You will see this selection when 
you have a special symbol that needs a period. The most 
common case is section or paragraph numbering, such as 
"1.A.4 ". 


Volkswriter 3 will also identify repeated words and offer to 
delete one of them. This helpful feature is designed to locate 
repetition of a word, such as "if if" — one of the most 
common typing errors. If the repeated word is intentional, 
simply reply "N" when asked if you want one of them deleted. 


Spelling Examples 


Here are some examples, showing the words flagged by Volks- 
writer. 


Mr. Smith has recently visited our facilities on the 
contanent. 


contanent — a misspelling of continent. If you select Suggest 
from the spelling menu, you will see the correct spelling listed. 
Volkswriter finds more possible substitute words than can fit 
on the screen at one time, so it invites you to press the 
spacebar to see the additional choices. Each time you press 
the spacebar you will see the next "page" of choices, or you 
will be returned to the first. If you find the right word on 
the list, type the number of the word you want, and it will be 
inserted in your text in place of the original word. 


Our part number is JL-3060. . . 


JL-3060 — a special word or term. In this case Volkswriter 
will not offer to suggest alternatives, but will flag the term 
for you to check. Your choices fall into two categories, 
depending on whether the expression is correct or not. 
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If it is correct, you can select A to a accept the spelling as 
given, and add the word to the temporary dictionary that is 
active until you exit Volkswriter. Or, if it is a term that 
occurs frequently in your work, you may want to select U to 
update your on-disk dictionary, so the term will be recognized 
in the future. Another option is to select I to ignore this 
instance of the term, but find it as a possible misspelling if it 
occurs again. : | 


If it is misspelled you can select Replace, which will allow 
you to type the correct spelling in the menu space. This 
spelling will replace the mistake in your text when you press 
Enter. Or you can select Typeover. The cursor will be 
moved into the text space, and you can use normal editing 
keys (cursor movement keys, backspace, character keys) to 
correct it. Press F2 when you are ready to resume spelling 
verification. 


Be sure to to return your registration card promptly. 
to to — a word accidentally repeated. Volkswriter asks you if 
you want to delete one. Reply Yes to delete one "to," or No 
if the repeated word or character should remain. 

» Welcome to washington. . . 

washington — an error of capitalization. You can select 
Capitalize from the spelling menu to capitalize the first letter. 

. . . at last.First 
last.First — probably a case of omitting the space after a 
period at the end of a sentence. If so, select the option B to 


insert a blank space after the period. If the period is an 
error, you can select the Delete option. 


5-7 


VOLKSWRITER 3 


Section A.1 


A.1 — the period has been dropped. Select option P to insert 
the final period after the symbol. | 


What Happens During Verification 


The spelling program is initialized when you first use it. Part 
of this initialization process involves building a special 
temporary dictionary, which starts out with the 500 most 
frequently used English words. 


To check the spelling of a word, Volkswriter looks in three 
places: the temporary dictionary, your personal dictionary, and 
the main dictionary of 170,000 entries. 


When you start continuous verification, you will notice that the 
cursor moves down line by line as it checks words. If this is 
the first time you have used the spelling program during this 
editing session, you will notice that the cursor picks up speed 
as it moves, so that, after a page or two, it is moving much 
more quickly than when it first starts out. The reason for this 
speed-up is that the program adds specific words that appear 
in your document to the temporary dictionary of frequently 
used words. Since it checks this dictionary first as it verifies 
each word, the vocabulary of your document is used to build 
the working dictionary, speeding up the verification process 
considerably. 


Each time you Accept a word, that word is added to the 
temporary dictionary, so it will be recognized as a correct 
spelling. This temporary dictionary can grow to over 5,000 
words, depending on available RAM. 


If you select Update, the word in question is added to your 
personal dictionary on disk. Note that this personal dictionary 
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recognizes specific capitalization. It will recognize PgUp or 
McNab with the capitalization you enter. You also must enter 
the plural form or other derived words: if you add "gree," the 
program will not accept "grees" unless you enter it separately. 


The Utilities Menu provides a conversion program that allows 
you to edit the personal dictionary you create with the U 
function. See Chapter 10. 


When you select Suggest, Volkswriter will search for 
alternatives to an unrecognized word. For the most complete 
suggestion list, you can request full phonetic searches in the 
Preference Menu (Ctrl-F1). Volkswriter then takes into 
account the way words sound as well as spelling in searching 
for suggestions. Turning off phonetic searches results in a 
faster but less thorough search for alternatives based on 
spelling alone. 


Automatic Hyphenation 


The automatic hyphenation feature gives you grammatically 
correct hyphenation of words, based on a dictionary plus 
sophisticated linguistic algorithms. "Soft" hyphens are inserted 
automatically when a long word crosses the current right 
margin. They are called soft hyphens because they are 
automatically removed, and the word is reformatted into one, 
if you make any editing change that moves the hyphenated 
word away from the right margin. 


Automatic hyphenation makes use of a hyphenation zone you 
can specify in the ruler line. You set this hyphenation zone 
by typing @ in the ruler line, usually one to five spaces to 
the left of your right margin. So the right side of your ruler 
line might look like this: 
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The hyphenation zone is from the (2 to the / symbols. Since 
the right margin column itself is counted, a ruler line like the 
one above would provide a hyphenation zone of three charac- n 
ters. 


Placing the (2 sign closer to your right margin allows shorter 
words to be hyphenated, and moving it farther away means 
that only longer words are hyphenated. Only words that begin 
before the @ sign and cross the right margin are considered 
for hyphenation. 


So if you want your lines to be more nearly uniform in 

length, with more words hyphenated, place the @ sign close to 

the right margin / symbol — immediately to the left of it or 

one space away — or delete it entirely. This is often useful 

with justified text, especially short lines intended for pasting 

up in newsletter or magazine format. Justification will then 

seldom require large blank spaces to fill out a line. - 


If you move the @ sign farther away from the right margin — 
say two or three spaces — fewer words will be hyphenated, 
and your lines will be more ragged. This is often appropriate 
for correspondence and other general applications, where 
justification is usually not used and a ragged right margin is 
normal. Since fewer words will be hyphenated, the text will 
be somewhat easier to read. 


If you want to specify a hyphenation point for a word, move 
the cursor to the character that you want wrapped to the next 
line and press Ctrl-hyphen. A soft hyphen will be inserted, 
and the remainder of the word moved down to the next line. 
If automatic reformatting is on, you will see your paragraph 
reformatted immediately. 


You can turn automatic hyphenation on or off from the Pref- 
erences Menu (Ctrl-F1). s 


The Utilities Menu provides an option for editing the hyphe- 
nation exception dictionary. See Chapter 10. 
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CHAPTER 6 


Your Documents Layout 


Volkswriter 3 allows you to change the appearance of your 
document at will. You can "lay out" one part of your docu- 
ment one way, and other parts other ways. Then, with a few 
quick keystrokes, you can switch from one layout to another 
at any point in your document. Each layout goes into effect 
only for the part of the document where you want it. Your 
layout changes affect the appearance of your document both 
on the screen and when you print it. 


The major advantage of multiple layouts is that you can easily 
switch from one to another by simply specifying which one 
you want, without the need to define it again. This allows 
you to, for example, change instantly between double spacing 
and single spacing, within a document. When you store the 
document, its layouts are automatically stored with it. 


Once you are familiar with layouts, you can create "style 
sheets," which let you standardize the appearance of similar 
documents, such as all your letters, reports and so on. 


About Layouts 


The term layout simply refers to the appearance of your 
document and the options you have for controlling it. A 
layout includes the tabs and margins, line spacing (single space, 
double space, or other), page size, printing margin, propor- 
tional or fixed spacing, justified or ragged-right printing, etc. 
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We have provided several defined layouts to help you get 
started (these are discussed in detail in the Tutorials). These 
layouts are in a file called VWSTYLE.LYT, and they will be 
the starting layouts for all your documents unless you decide 
to change them. To see the starting layouts, load Volks- 
writer 3 and press E to get a blank screen. Then press F9 
and use N for Next to move through the pre-defined layouts. 


CHANGING LAYOUTS 


When you are editing a document, you can change layouts at 
any line. You simply move the cursor to the line where you 
want to change to Layout 2, for example. Then press F9, use 
N to select Layout 2, and press F9 again. Layout 2 will go 
into effect in your document starting at the cursor line. It 
will continue to be active to the end of your document, or 
until you change layouts again. 


In one document, for example, you might want to switch from 
normal margins to indented margins for a paragraph or two, 
and then back to normal margins. Move the cursor to the 
first line you want to have indented margins. Press F9, use N 
to select layout that has the margins you want (Layout 2, for 
example) and press F9 again. 


Which layout is the current one is always determined by where 
the cursor is. If the cursor is on Line 30 when you change to 
Layout 2, all text from Line 30 down will be in Layout 2, 
with indented margins. Text above Line 30 will remain in the 
earlier layout, with normal margins. When you move the 
cursor back and forth across Line 30, you will see the layout 
number, and layout information, change on the ruler line. 


Now you have a layout change within your document, and you 
type a paragraph or two. When you get to the line where you 
want to go back to Layout 1 for normal margins, press F9, 
use V (for Previous Layout) to select Layout 1, and press F9. 
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Thus with many documents, you will simply switch from one 
defined layout to another by indicating that you want to 
change to Layout 5, or go back to Layout 1, at a certain point 
in your document. You simply point to the choice you want 
and the place where you want it. | 


CREATING A NEW LAYOUT 


You create a new layout any time you change any of the 
settings in the main Layout Menu or the Tabs and Margins 
Menu, and then press F9. (Note that changing one of the 
Document Options does not create a new layout) Your new 
layout will be in effect from the cursor line to the next layout 
change, or to the end of the document, and it will be stored 
with your document. 


You can have up to 15 defined layouts in a document — 
almost certainly more than you will ever need. And the 
number of times you can change layouts in a document is 
almost unlimited (at least 400, and more with extra RAM). 


The Ruler Line 


You can see the name of the current layout and some of its 
settings by keeping the ruler line displayed while you edit (use 
the Preference Menu - Ctrl-Fl). This display allows you to 
see at all times the current layout number, the current tab and 
margin settings, and the current settings for line spacing, 
character size or proportional spacing, justification, and 
whether reformatting is on or off. 


The information shown on the ruler line always reflects the 
current layout. When you scroll past a line where a layout 
change was made, you will see the new tabs, margins, and 
other information on the ruler line. 
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In a document that has layout changes, it is usually best to 
leave the ruler line display turned on (a Preference Menu 
option), so you can always be aware of the current layout. 


Layout Examples 


Layouts can be extremely helpful to you. Here are some of 
the possibilities, once you become familiar with layouts: 


I+ 


i+ 


I+ 


You type manuscripts, so you most often use one layout 
that is double-spaced and 65 characters wide, and another, 
for quoted paragraphs, that is single-spaced and 50 
characters wide. Once you have defined these two layouts, 
you simply switch to the single spaced layout for para- 
graphs of quotations, and switch back to the double-spaced 
layout for your normal manuscript text. 


You sometimes prepare financial reports. You need one 
text layout plus several layouts with decimal tab stops for 
different arrangements of columns of figures. You set 
these up as different layouts by changing the ruler line. 
In the layouts for entering numbers, you turn off reformat- 
ting, to ensure that your columns are not moved about. 
You also select proportional spacing for your text, and 
non-proportional spacing for numbers so your printer can 
align the columns correctly. You switch among these 
different layouts by simply selecting the layout you want 
by number. 


You want to include spreadsheet data in a text file. You 
set up one layout to print 15 characters per inch, so the 
spreadsheet data will fit in a normal width page, and 
turn off reformatting. Then you switch to back to your 
normal layout, printed at 10 characters per inch with 
reformatting turned on, for text. | 
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How to See and 
= Change the Layout 


F9 is the layout key. To change your current layout, you 
move the cursor to the line where you want a new layout to 
begin and press F9. 


The main Layout Menu contains many of the most frequently 
changed options, including the options that display with the 
ruler line. It also allows you to switch to another defined 
layout at the current cursor line. 


All the Yes/No selections are "toggles". Press the letter 
corresponding to one of the entries to switch it from No to 
Yes, or from Yes to No. With any selections you make, press 
the F9 key to install your new choices, or press F10 (or Esc) 
to cancel. 


Figure 6-1. Layouts Menu. 


Layout Options 


The first options of the Layout Menu refer to other menus: 


T - TABS AND MARGINS — This choice takes you to the 


separate screen for setting tabs and margins. See "The Tabs 
and Margins Menu," below. 
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D - DOCUMENT OPTIONS — This choice takes you to a 
separate menu of options that apply to your entire document; 
they are not part of any one layout. See "The Document 
Options Menu," below. 


Two Layout Menu options refer to existing layouts, and make 
it easy for you to change from one defined layout to another: 


N - NEXT LAYOUT — Use this option to go to the next 
defined layout. Each time you press N you will advance to 
the next layout in numerical order. When you reach the one 
you want to activate, press F9. 


V - PREVIOUS LAYOUT — Use this option to move back 
through the defined layouts. Each time you press V you will 
move back to the previous layout in numerical order. When 
you reach the one you want to activate, press F9. 


Thus, once you have several different layouts in a document, 
switching from one to another is a simple matter of pressing 
F9 to get to the Layout Menu, pressing N or V until you get 
to the layout you want, and then pressing F9 again to install 
it. 


The next group of selections in the Layout Menu .are specific 
settings you can change from this menu. 


S - LINE SPACING — This entry controls the line spacing of 
your document. If you want a double-spaced printout, enter 2 
here. Larger values increase the spacing; 3 gives you triple 
spacing, and so on. 


Note that the line spacing you select can, at your option, be 
displayed on screen as well as printed; see "The Preference 

Menu" in Chapter 3. Whether or not you display the current 
line spacing, the line count on the status line will reflect the 
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line spacing you choose, and the page breaks will automatically 
be adjusted to take into account changes in line spacing. 


J - JUSTIFICATION — This option allows your text to be 
printed flush-left and flush-right, known as justification. With 
printers capable of supporting it, Volkswriter provides 
micro-justification, meaning that spaces on a line are evenly 
distributed in tiny increments between words (and between 
characters, if necessary), instead of just inserting whole spaces 
between words. With less sophisticated printers, Volkswriter 
uses the method of inserting whole spaces between words to 
justify. 


Any short line in your text must end with a paragraph sym- 
bol, or you will find when you print that large spaces have 
been inserted to justify the line. Press Enter after any short 
line you do not want justified, including columns of text and 
centered titles. (You can see the paragraph symbol and others 
by pressing Ctrl-F3.) 


NOTE: Because most computer screens can position characters 
only in whole-space units, micro-justification can not appear 
on the screen. When you print, however, each line will be 
expanded to fit flush against both margins. 


Justification can be used together with proportional spacing on 
high quality printers for the ultimate in text appearance. 


L - LINES PER INCH: — This entry controls the number of 
lines printed per inch, usually 6 or 8. If no choice is offered, 
the manual controls of the printer take precedence. Note that, 
if you change this option within a page, the total number of 
lines printed on a page will be adjusted to use the full page 
length. The result can be that more lines are included on one 
page than you expect if you look at the value for "Length of 
paper" in the Document Options menu. 
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P - PROPORTIONAL SPACING — Proportional spacing pro- 
duces print quality that can approach typeset text because each 
character, when printed, can be given the appropriate amount 
of space. A capital M, for example, is given more space than 
an i. 


With proportional spacing, Volkswriter 3 takes into account the 
width of each character to determine where "word wrap" 
should occur. This will cause some lines to appear to extend 
beyond the current right margin on the screen, while others 
appear short; when printed, however, they will fit correctly 
within the margins. 


It is helpful to compare word processing functions to conventional office 
activities. Typing still requires a keyboard, and retrieving and storing are 
simply electronic ways of going to a file drawer, pulling out a folder and 
working with pages of text, and then storing the file for safekeeping. 
However, you will find that there are some concepts and functions you will 
not have seen in a conventional office. With a computer, you store your 
documents electronically, rather than on paper. A document you are creating 
or editing exists in the computer's internal memory, called RAM, during the 
time you are working on it. 


A It is helpful to compare word processing functions to conventional office activities. 
Typing still requires a keyboard, and retrieving and storing are simply electronic 
ways of going to a file drawer, pulling out a folder and working with pages of 
text, and then storing the file for safekeeping. However, you will find that there 
are some concepts and functions you will not have seen in a conventional office. 
With a computer, you store your documents electronically, rather than on paper. A 
document you are creating or editing exists in the computer's internal memory, 
called RAM, during the time you are working on it. 


B It is helpful to compare word processing functions to conventional office activities. 
Typing still requires a keyboard, and retrieving and storing are simply electronic 
ways of going to a file drawer, pulling out a folder and working with pages of 
text, and then storing the file for safekeeping. However, you will find that there 
are some concepts and functions you will not have seen in a conventional office. 
With a computer, you store your documents electronically, rather than on paper. A 
document you are creating or editing exists in the computer's internal memory, 
called RAM, during the time you are working on it. 


C 


Figure 6-2. Printing options (A-Fixed spacing, B-Proportional 
spacing, C-Proportional spacing with justification) 
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If you turn proportional spacing on or off after creating the 
text, you will need to reformat all the affected paragraphs. 
This will allow Volkswriter to establish the appropriate line 
lengths based on the new character sizes. Global reformatting 
can adjust the line lengths quickly, respecting all changes in 
layout (see "Global Reformatting" in Chapter 3). 


Proportional spacing makes use of a "table" of character sizes. 
This table will have the same name as your printer table 
(VWPR ), but the extension .PRP instead of .TBL. You must 
be sure this VWPR .PRP proportional table is located on the 
same disk and directory as your VWPR .TBL printer table. 


Proportional spacing may require installing a different printing 
element (such as a different daisy wheel or font cartridge) into 
your printer, and may require manually resetting a "pitch" 
switch on the printer from 10 or 12 to Proportional Spacing. 


C - CHARACTER SIZE — Depending on your printer, one of 
the following entries will be available: 


- Characters / line 
- Characters / inch 
- Character size 


NOTE: When using proportional spacing this field is not 
Shown. In other cases where the field is missing, the pitch is 
supplied by your printer, sometimes by a font cartridge. 


Characters / line: Some printers define the pitch by the 
number of characters per line. With such printers, selecting 
80 characters per line gives 10 pitch, and 96 characters per 
line gives 12 pitch. Similarly, a setting of 40 characters 
per line will result in very large letters, and 132 characters 
wil produce very small letters. This value sets character 
size, but does not necessarily determine the maximum 
number of characters per line when you print. 
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At the bottom of the menu screen, the choices available for 
your printer are displayed next to the asterisk (*). 


Characters / inch: Some other printers define the pitch by the 
number of characters per inch, such as 10, 12, and 15. 
Most daisy wheel printers have 10 and 12 pitch settings. 
The 10 pitch setting corresponds to typewriter Pica type, 
and 12 pitch to Elite. At the bottom of the menu screen, 
the choices available for your printer are displayed next to 
the asterisk (*). 


Character size: Some high precision printers allow you to 
specify the exact amount of space characters take up on a 
line in terms of what are called Horizontal Motion Units, 
typically in increments of 1/120 inch. This can lead to 
confusion because selecting 12 results in 10 pitch type 
(12/120 = 1/10-inch per character, or 10 characters per 
inch), and selecting 10 results in 12 pitch (10/120 = 1/12). 
Similarly, a setting of 8 is equivalent to 15 pitch. 


We recommend that you experiment with the different avail- 
able pitches so you can choose the best appearance for each 
kind of document. 


Helpful Hint: The smallest print sizes (132 characters per 
line, or 15 pitch) can be useful for printing out wide text, 
like a spreadsheet or a program listing, on an 80-colum 
printer. | 


F - REFORMAT — The reformat option allows you to turn 
off all reformatting for a document or block of text. With 
Reformat turned off, no automatic reformatting will occur, nor 
will reformatting with F8, locally or globally. Word wrap will 
continue to operate, however, as will all other standard editing 
functions. If you have Reformat turned on, you will be able 
to reformat your text with F8, and automatic reformatting will 
occur if that option is turned on in the Preference Menu. 
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Helpful Hint: This option is especially useful when you 
enter columns of numbers that you want to protect from 
accidental reformatting. You may want to create one 
layout with reformatting turned off, and perhaps also with 
decimal tabs, to make it easy to enter columns of numbers. 


The last two choices in the Layout Menu give you further 
control over existing layouts: 


R - REVISE LAYOUT AND REFORMAT TEXT — Use this 
option if you need to modify an existing layout. First, use N 
or V if necessary to select the layout you want to modify, and 
then make the changes you want in that layout. Finally, 
select R to revise that layout. The layout will be modified 
with your new settings, and, if necessary, all portions of your 
text using that layout will automatically be reformatted using 
your new specifications. 


Z - DELETE LAYOUT — The Z option lets you delete an 
unused layout. From the Layout Menu, use N or V to 
indicate which layout you want to delete, and then press Z. 
You can only delete a layout that is not in use in your 
document. If you try to delete a layout that is being used, 
you will see a message reminding you. 


Note the difference between deleting a layout and deleting a 
layout change. If there is a layout change you want to delete, 
you simply move to the line where the layout change occurs, 
and use F9 to install the layout you want in effect at that 
point. 
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The Tabs and Margins Menu 


Selecting T from the Layout Menu brings up the Tabs and 
Margins Menu. This menu includes the ruler line and a 
screen of information. The ruler line shows you the location . 
of the current tabs and margins. You also can see the text 
area where your cursor was, so you can set tabs and margins 
visually rather than having to remember column numbers. 


To move along the ruler line: Use the Cursor-right and Tab 

keys to move to the right; Cursor-left to move left; Enter to 
return to Column 1; and F3 to jump alternately from Column 
1 to the right margin. 


Figure 6-3. Tabs and Margins Menu. 


To go beyond the 80 columns that normally show on the 
screen, just keep tabbing to the right, or moving with the 
Cursor-right key. You can always tell your position by 
checking the Column counter on the status line. 


TABS: To cancel a tab or margin setting, simply type a - 


(dash) in its place. To set a text tab, type a + (plus) in 
the column where you want the tab stop. 
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DECIMAL TABS: To set a decimal tab, type a . (or the 
decimal tab character you specified in the Preferences 
Menu) in the column where you want the decimal tab (see 
Chapter 9). 


MARGINS: The maximum line length is from position 1 at the 
left to position 250 at the right. The left and right 
margins must be at least 10 spaces apart. The following 
characters are used in setting the margins: 


/ To set the right margin, use the slash. 
X To set the left margin, use the reverse slash symbol. 


* An * (asterisk) in the right margin is used only for 
creating DOS files (see "DOS Files", in Chapter 8). 


INDENT/OUTDENT: To set the left margin for the first line 
of all paragraphs, use the # (hash sign). This allows you 
to easily enter paragraphs with an indented first line, or 
with an "outdented" first line (such as this paragraph). 
This symbol will be used during text entry or reformatting 
as the left margin for the first line of each paragraph. 


HYPHENATION ZONE: Type an @ (at) symbol one or more 
spaces to the left of your right margin to set a hyphenation 
zone. See Chapter 5. : 


For your convenience, Volkswriter considers the indent and 
hyphenation zone relative to the margin. So when you move 
the right margin (/), the (2 symbol is moved along with it. If 
you move the left margin (X), the indent or outdent position 
also moves. If you want to change the indent distance, or the 
size of the hyphenation zone, simply enter the new indent or 
hyphenation character separately. 


To activate the new settings: Once you change the settings, 


press F9 to activate the new settings, and press F9 again from 
the Layout menu. Or you can press F10 or Escape to return 
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to the previous settings, cancelling any changes you have just 
made. ; 


The Document Options Menu 


Selecting D from the Layout Menu takes you to the Document 
Options Menu. Changes you make in the Document Options 
Menu affect your entire document. Thus you may change 
them at any time, with any layout selected, and they will still 
be in effect throughout your entire document. 


When you have made your changes press F9, and they will 
immediately go into effect. Or you can use F10 to cancel 
them. 


Figure 6-4. Document Options Menu. 


The following choices are available in the Document Options 
Menu. 


L - PAPER LENGTH IN LINES — This entry refers to the 
total length of the page, measured in lines (this entry is 
skipped if Pagination is set to N). To set this value, you 
must first determine how many lines will fit on a page. 
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Standard-size paper (8 1/2 x ll-inch), printed at 6 lines per 
inch, yields 66 lines to a page, so enter 66. 


NOTE: The paper length is always measured in lines per inch 
as specified in Layout 1. 


If you use longer paper, such as legal size or European 
standard letterhead, you can determine this number by multi- 
plying the paper length in inches by the number of lines per 
inch which you want to print (usually 6 or 8). For example, 
if you want to print on legal size paper (8 1/2, x 14-inch) at 
the rate of 8 lines per inch, then enter 112 (8 x 14). To 
print a one-inch label at 6 lines per inch, enter 6 here; for 
three-inch labels, use 18. 


C - CONTINUOUS FORMS? — This Y/N entry indicates 
whether you are using continuous forms or individual sheets of 
paper. Continuous form paper is quicker and more convenient 
to use. Individual sheets are usually required for printing on 
letterhead stationery. 


When using continuous forms, Volkswriter 3 advances the 
paper to the top of the page at the end of every document, 
unless you cancel the printing (Alt-F10). If you do cancel the 
printing, use the Form Feed switch on your printer to advance 
to the next sheet manually, so Volkswriter can stay in synch 
with the paper alignment. 


With single sheets, Volkswriter stops at the end of every page 
and prompts you to feed another sheet. 


You should specify Y for printers with cut sheet feeders 


(including, for example, the Hewlett-Packard LaserJet printer). 


P - PAGINATION — This Y/N entry determines whether your 
document is organized into pages or is treated as continuous 
text without page separations. Most documents are organized 
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into pages. When pagination is set to Yes, page breaks will 
appear on the screen. 


If you choose N, some other options in this menu will not 
appear, since they have no meaning if your document is not 
organized in pages. All headers and footers will be ignored if 
you print the file, and lines will print across the perforation 
of continuous form paper. 


T - PRINTER TYPE — Initially, this entry reflects the printer 
number you entered when you first installed Volkswriter 3. 

To use a different printer, you can simply enter the printer 
number here (see Appendix D for a list of printers), provided 
the "printer table" is on your program disk. 


The printer table tells Volkswriter what information is needed 
by your printer for each action or special effect. The printer 
table is a file named VWPR .TBL; the blank is occupied by 

the printer type number (see Appendix D). 


This printer table file must be on the same disk as your 
Volkswriter 3 program files (your Program 2 diskette); if you 
use subdirectories, it must be in the Volkswriter program 
directory. If you switch among several printers, be sure you 
have all the appropriate printer tables available on your 
program disk and directory. Once you have done this, you 
can change printers by simply entering the appropriate printer 
number on this line. Any time you specify a change in printer 
number, you should turn your printer off and then on again 
to reset it. 


If the printer tabie is not found by Volkswriter on the 
program disk or in the program directory, you will see the 
message "Printer Not Found" on the status line. Use the 
CONFIGUR program to select a new default printer; the cor- 
rect printer tables will automatically be copied to your 
Volkswriter 3 disk. 
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If your printer is not on the list of printers, choose Printer 3, 
the "Any Printer" option. This will almost certainly operate 
your printer successfully, but it may not allow you to use 
some of the printer's advanced features. 


Depending on the printer type, you may see more or fewer 
entries on the list of the options on the menu. Volkswriter 
takes advantage of the most advanced printer capabilities. If 
some options are not on the list, it means your printer does 
not support them. 


R - RESET PRINTER — For this Yes/No option, you should 
specify N in most cases. 


If you enter Y, then every time you print a document 
Volkswriter will send a reset code to your printer. Choose 

Y only if you have reason to send a reset to the printer 
before you print each document. One reason you would reply 
Y is if you will be using different paper lengths. Volkswriter 
will stop before printing each document and give you a chance 
to realign the paper. 


Volkswriter keeps track of where the paper should be at all 
times and advances the paper to the beginning of the next 
sheet after printing each document. Therefore, avoid moving 
the paper manually. 


F - FIRST PAGE, TEXT STARTS ON LINE: 

N - NEXT PAGES, TEXT STARTS ON LINE: — Once the 
paper length is known, these two entries plus the next one 
determine what area of the paper will be used for printing. 
You will usually want to leave margins at the top and bottom, 
and these two entries are used to set the top margin. The 
numbers you enter here also determine the line number on the 
status line for the top line of each page. 
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Left border margin Right margin 
(set in the Layout Menu) 


Header space>| Introduction 


Text starts following information whereas never before unlike arrive unknown 
different foreign parameters whenever disputatious word processor 
format information choice until involvement individual until 
information support reorganization recent until using neither 


found retrieve currently printing print selection different 
whenever collection computer assistance letter when according 
convention manager current search joining capability offering 
following information whereas never before unlike arrive unknown 
different foreign parameters whenever disputatious word processor 
format information choice until involvement individual when offer 
information support reorganization recent until using neither 
found retrieve currently printing print selection different 
whenever collection computer assistance letter when according 
convention manager current search joining capability offering 
format House ipei choice until involvement individual when offer 
nformation reorganization oe until using neither 


different foreign parameters whenever di3pucác d p 
format information choice until involvement individual when offer 
information support reorganization recent until using neither 
following information whereas never before unlike arrive unknown 
different foreign parameters whenever disputatious word processor 
format information choice until involvement individual when offer 
information support reorganization recent until using neither 
found retrieve currently printing print selection different 
whenever collection computer assistance letter when according 
convention manager current search joining capability offering 
following information whereas never before unlike arrive unknown 
different foreign parameters whenever disputatious word processor 
format information choice until involvement individual when offer 
convention manager current search joining capability offering 
information support reorganization recent until using last 


Text ends 


Footer space > 


Figure 6-5. Printed text area on page. 


-23- 


For correspondence using letterhead stationery, the first page 
usually requires a larger top margin than the second page and 
succeeding pages. You can specify a larger top margin for the 
first page than for later pages if you want, or you can use the 
same starting line for all pages. (NOTE: When you print with 
Alt-Fl, the First Page option will take effect ONLY if the 
cursor is on the very first line of the file when you print.) 


If you want printing to start six lines down from the top of 
the page, enter the number 6. Printing at 6 lines per inch, 
this will leave a one-inch margin at the top of the page. 

If you need a two-inch top margin for the first page, enter 12 
as your first page top line. To start printing at the very first 
line, for mailing labels, enter 1. The lines will be measured 
in the lines-per-inch units in Layout 1 of the document. 
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The lines above the text area can be used for running headers, 
such as chapter titles and page numbers (see Chapter 7). 


A - ALL PAGES, TEXT ENDS ON LINE: — This entry indi- 
cates the last line of the page on which printing will appear. 
This is counted from the very top of the page, not from the 
first printed line, in lines-per-inch units specified in Layout 1. 
Thus, for a 66-line page, if your text area starts on Line 6 
and ends on Line 60, you will have about a one-inch margin 
at top and bottom of the page. Lines 1 - 5 at the top, and 
61 - 66 at the bottom, will be margin space. 


The area of the page below the text area can be used for 
running footers, such as page numbers or other identifying 
text (see Chapter 7). With the page dimensions we have used, 
lines 61 to 66 would be available for footers (some printers 
may not allow printing on line 66). 


E - EVEN PAGES, LEFT BORDER MARGIN 

O - ODD PAGES, LEFT BORDER MARGIN — These entries 
control how far from the left side of the paper each line will 
start. The length of the line then determines where the right 
margin falls. Some printers begin printing at the extreme left 
of the paper, too close to the edge. Using these settings is a 
convenient way to move the text side-to-side on the paper to 
improve the appearance of your page. 


Most of the time you will use the same number for both even 
and odd page left margins. If you intend to reproduce your 
document on two sides of a page (by office copier or offset 
printing), you can use different margins for even and odd 
pages to prepare your camera-ready originals more quickly. 


If you have set a left margin in your ruler line when you set 
the tabs and margins, this margin will be added to the border 
margin. It is usually best not to set a left margin in the ruler 
line for normal text (except indented paragraphs). This allows 
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you to use the full width of your screen display. You can 
then use these border margin entries to adjust the printed left 
margin until it looks right. 


If your printer is limited to 80 characters per line, be sure 
that your right margin is set on the ruler line so that the total 
length of your line, including the left border margin space, 
doesn't exceed the character capacity of your printer. 


To activate the new settings: Once you change the settings, 
press F9 to activate the new settings. Or you can press F10 
or Escape to return to the previous settings, cancelling any 
changes you have just made. 


The Style Sheet 


A style sheet provides a way for you to standardize the 
appearance of all your documents. A style sheet provides the 
starting layouts for all documents with the same filename 
extension. 


Using style sheets allows you to have one series of layouts 
available for all your .LTR files, and a different series of 
layouts for all your .RPT files. It thus becomes very easy, for 
example, to have several layouts containing decimal tab stops 
for your financial documents, and various text layouts for 
manuscript chapters, business letters, and so on. 


Once you have created a style sheet for all your .LTR files, 
any new file you create with the extension .LTR will have all 
the layouts in this style sheet available by number. To use 
any of these layouts when you are creating a new .LTR docu- 
ment, you simply move the cursor to the line where you want 
to change layout, press F9, and select the layout you want. | 
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This style sheet provides only the starting layouts for a new 
.LTR document. As soon as you store that document, all the 
layouts in the style sheet are stored with it, so the style sheet 
is no longer needed for that document. 


HOW TO CREATE A STYLE SHEET 


You are ready to create a style sheet when you have found 

a group of layouts for one document that you want to use as 
standards for other documents. If you like the appearance of 
a letter after you type and print it, you can create a style 
sheet so all your future letters look like that one. 


Use the L - Style Sheet command at the Main Menu to create 
a style sheet. This command converts the current layouts — 
all the individual layouts in the current document — to a style 
sheet. This is important: ONLY the current layouts can be 
converted into a style sheet. 


In most cases, you will decide to convert layouts into a style 
sheet after editing and printing a document. All that is _ 
necessary is to be sure the layouts are exactly as you want 
them; press F9 and use N and V to review all the layouts. 
Then select the L command from the Main Menu. 


If you have document layouts that you find very useful for 
much of your work, you can turn them into your universal 
style sheet, which will be used for all documents that do not 
have specific layouts or style sheets. 


When you select L for Style Sheet from the Main Menu, you 
will see a menu of options. The first three choices allow you 
to create a new style sheet: 


S - creates a style sheet for all new documents with the 


same extension as the document you are currently 
editing. 
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O - creates a style sheet for other new documents with 
some other extension you specify. 


U - creates a universal style sheet for all new documents 
that have no specific style sheet. (NOTE: creating a 
universal style sheet will replace the one supplied with 
Volkswriter 3 that provided your starting layouts.) 


The style sheet is stored in a file named VWSTYLE.xxx, 
where the xxx is the extension of the files it is associated 
with. Thus the style sheet for documents with the extension 
.LTR is named VWSTYLE.LTR. 


The universal style sheet you can create with the U option 
provides starting layouts for any new document that has no 
associated style sheet (VWSTYLE.xxx). This universal style 
sheet is stored in a file named VWSTYLE.LYT. 


Helpful hint: With some planning, you may find the 15 
layouts available in one style sheet are more than you need 
for all your work. In this case, you can create one 
universal style sheet that applies to all documents. Leave a 
few layouts undefined, to allow for changes that may be 
required in specific documents. 


RETRIEVING A STYLE SHEET 


There is one more option in the Style Sheet menu, 

R - Retrieve style sheet. It lets you override the existing 
layouts stored with a document, and replace them with the 
layouts in the style sheet you retrieve. 


You will find this option useful if, for example, you have 
modified your .LTR style sheet, and want to make the new 
layouts in the style sheet apply to a .LTR document that 
already has layouts stored with it. Retrieve the document as 
usual. Then exit to the Main Menu and select L for Style 
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Sheet. Choose the Retrieve option, and give the filename 
extension of the style sheet you want. The retrieved style 
sheet information will be applied to your current document. 
If any change you have made in a layout requires reformat- 
ting, you should use global reformatting before you attempt to 
print or edit. 


NOTE: Use this option carefully. You must be sure that the 
style sheet you retrieve is appropriate for your document. 
Any references to a layout number that does not exist in the 
retrieved style sheet will be deleted. 


Using Style Sheets 


When you create a new document, the layout information 
comes from a style sheet that matches the extension of your 
file name, if there is one. Otherwise, VWSTYLE.LYT is used 
to provide the starting layouts. 


While you are editing, you are free to select any of the 
pre-defined layouts in the style sheet by simply indicating the 
number of the layout you want. 


When you store the document, all the document's layout 
information is stored with it. You now have specific layout 
information for the document that is stored with the document. 
These layouts will apply instead of the style sheet when you 
retrieve the document from disk. 


If you retrieve a file that has no layout information stored 
with it, Volkswriter will search for a style sheet, just as it 
does when you create a new document. 


When you create a style sheet, it is stored on your DOCU- 
MENT disk or directory. However, if you want to have a 
.LTR style sheet that applies to all your letters on any disk, or 
in any subdirectory, you can copy the VWSTYLE.LTR to your 
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PROGRAM disk or directory (and delete it from the document 
disk or directory). If Volkswriter 3 does not find the style 
sheet on the document disk or directory, it looks on the 
program disk/directory. 


When you create a document, or retrieve a document with no 
stored layouts (such as a DOS file), layout information is 
found by searching in the following order: 


1. VWSTYLE.xxx — a style sheet that applies to all .xxx files. 
Volkswriter looks for this file first in yur DOCUMENT 
disk and directory, and, if not found, then looks in the 
Volkswriter PROGRAM disk and directory. 


2. VWSTYLE.LYT — the universal ("default") style sheet 
provided with Volkswriter. Volkswriter looks for this file 
on the Volkswriter PROGRAM disk and directory. 


NOTE TO USERS OF EARLIER VERSIONS OF VOLKS- 
WRITER: Volkswriter 3 can automatically convert your old 
documents and their formats into Volkswriter 3 documents 
with layouts. See the separate documentation on upgrading to 
Volkswriter 3. 
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Printing Your Document 


You can print a document either using Alt-Fl while editing it, 
or by selecting the Print option from the Main Menu. We 
will discuss these two ways to print in the next two sections. 
If you encounter any problems getting your printer to work, 
be sure to consult Appendix H. 


Printing The Current Document 


If you have been writing or revising a document, you can 
print without returning to the Main Menu by using AIt-F1. 
Note, however, that it is a good idea to store the file first; on 
rare occasions some problem in printing may make it impos- 
sible for you to return to your file. 


When ready to print, move the cursor to the top of the file, 
or to the first line you want printed, and press Alt-Fl. The 
first time you do this after turning on your computer, you 
will be asked to ready your printer. 


You can print the entire document by moving the cursor to 
Line 1, Column 1, and then pressing Alt-Fl. To print only 
part of the document, you can place a ..END embedded 
command at the end of the text to be printed (see "Embedded 
Commands," later in this chapter). Then move the cursor to 
the first line you want printed and press Alt-Fl. Printing will 
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proceed from the line where the cursor is to the end of the 
— file, or to the ..END embedded command. 


The Print Menu 


If you select P from the Main Menu, you will see the Print 
Menu. This menu offers you some printing options not avail- 
able to you when you print with Alt-Fl. 


Figure 7-1. Print Selection Menu. 


PRINTING 


~~ 


PRINT THE DOCUMENT BEING EDITED (P) 


This option prints the document currently in memory, using 
its layout or style sheet (see Chapter 6). Thus it is similar to 
printing from Line 1 using Alt-Fl. You can use this option 
after you have created or retrieved a document and returned 
to the Main Menu. 


It is usually best to store the file on disk before printing. 
Then choose P to get to the Print Selection Menu, and P again 
to print the current file. 


Volkswriter 3 will then ask: 
ENTIRE DOCUMENT? (Y/N) 


Type a Y or press Enter to print the entire file. Or type N 
if you want to start on some page other than the first. You 
will be asked for the number of the first page you want 
printed. 


Finally, Volkswriter will ask you how many copies you want 
to print. Type the number you want and press Enter, or you 
can just press Enter for one copy. 


If you have not created or retrieved a document, so there is 
no document in memory, you will see a message. Select the N 
option if you want to print a file directly from disk. 


After printing, you can return to the text again to modify it 
further, if you wish, by selecting E from the Main Menu. 
PRINT ENVELOPE (V) 

This option allows you to print on an envelope the inside 
address you have typed for a letter. The letter must already 


have been retrieved (or just created) so it is currently in 
memory. Before you select this option, be sure your printer is 
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on and ready, and insert an envelope, with the printer head . 
aligned with the top of the envelope. 


When you select V, the inside address of your letter will be 
printed. The position on the envelope is ten lines down, and 
35 spaces from the left edge. Volkswriter searches for the 
first flush-left line in your letter, and assumes that is the start 
of the inside address. However, if this line ends with two or 
more numerals, it is assumed to be a date, and Volkswriter 
looks for the next flush-left block as the inside address. This 
procedure ensures that the correct inside address is printed on 
the envelope for nearly all standard letter formats. 


Mr. George T. Douglass 
George Douglass Associates 
1400 Maple Avenue 

San Pablo, CA 95012 


Mr. George T. Douglass 
George Douglass Associates 
1400 Maple Avenue 

San Pablo, CA 95012 


Figure 7-2. Envelope printing. 
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PRINT A DOCUMENT FROM DISK (N) 


Choose option N to print a document that is stored on disk 
but not currently in memory. This option allows you to print 
a file without the need to retrieve it first. 


When you select N, Volkswriter asks for the name of the 
document you want to print. Enter the document name, with 
drive specification if the file is on a drive other than the 
current drive indicated on the status line. 


Volkswriter will then ask: 
ENTIRE DOCUMENT? (Y/N) 


Type a Y or press Enter to print the entire file, or N if you 
want to start on some page other than the first. 


Finally, Volkswriter will ask you how many copies you want 
printed. Type the number of copies you want and press 
Enter, or you can just press Enter for one copy. 


Volkswriter will use the document's layouts, or a style sheet 
that has the same extension as the document, VWSTYLE.xxx 
(see Chapter 6). 

QUEUED PRINTING (Q) 

Choose this option if you want the printing of your documents 
to be handled automatically, while you perform other tasks. 
See "Using Queued Printing," later in this chapter. 

SELECT A PRINTING DEVICE (S) 

When you choose S, Volkswriter 3 lets you select where to 


print your text. This selection will remain in effect for all 
printing until you change it, or restart Volkswriter. 
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The choices in the left column send text to a printer directly, 
and the right column is for a network printer or print 
spooler. The current selection is indicated with an asterisk (*). 


If you are not sure which printer options to select in either 
column, first determine whether you have a serial printer or a 
parallel printer. Parallel printers will use one of the "ports" 
referred to as LPT1, LPT2, or LPT3. Try these selections 
until you find the one that works. 


Serial printers will use COMI, COM2 or COM3. If you have 
a serial printer, try these until you find the right one. With a 
serial printer, consult your printer manual for the appropriate 
speed, parity, number of data bits and stop bits. Use the 
DOS MODE command prior to running Volkswriter to set your 
Asynchronous Communications Adapter to the correct settings. 


Here are the other choices on this menu: 


V enables you to "print" your text to the screen, where 
you can view it with all the control codes that would 
normally be sent to the printer. (Since it will scroll by 
rapidly, you may want to embed ..PAUSE commands, 
or use F10 to suspend printing.) It is useful for 
diagnosing printing problems. 


W lets you "print" your document to a disk file. It is 
then available for actual printing, which you can do 
with the DOS COPY or PRINT commands, or for 
diagnosing printer problems. 


If you select W, you will be asked at the start of 
printing: 


PRINT TO DISK FILE 
WHICH FILE?: | 
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At this point you should enter the name of the file in 
which you want your printed output to be stored. If a 
file already exists by that name, you will be notified 
and given the option to either overwrite the existing 
file or enter a new file name. CAUTION: Do NOT 
use the same filename as your original document for 
the printed output file. 5 


NOTE: Files written by option W should not be 
printed with Volkswriter, because Volkswriter will 
insert again the special codes they already contain. Use 
DOS COPY or PRINT functions to send such files 
directly to the printer. 


While You Are Printing 


PAPER ALIGNMENT 


When printing begins you'll see a new panel on the right of 
your screen asking you to align the paper. If you are using 
continuous form paper, align the print element (the thimble, 
daisy wheel or printing head) directly opposite the very first 
line of the paper, immediately below the perforated edge. If 
your printer has a "Set Top of Form" or "Set TOF" button, 
press it after you align the paper (or you can manually turn 
the printer off and then on to set the new top of form). 


With single sheets of paper, feed a new sheet and align it in 
the same way. Before continuing, make sure your printer is 
on and ready; the "On Line" or "Select" light, if there is one, | 
should be on. Then press any key, and printing will begin. 


If you have indicated continuous forms in the layout, your 

document will be printed without further effort from you. If 
you select single-sheet paper (by entering N under continuous 
forms), you will be prompted when you need to insert a new 
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page. At the end of the document, Volkswriter 3 advances 
the paper to the top of the next page. 


Volkswriter has no way of knowing when you move the paper 
in the printer by hand. If you do so, the system's sense of 
where it is on the page will be thrown off. To reset it, use 
the Reset Printer option in the Layout Menu, or reset the top 
of form as explained above. 


STOPPING AND RESTARTING PRINTING 


You can temporarily stop printing to adjust paper, to see how 
the printed text looks, or just to answer the telephone, by 
simply pressing the F10 key. Printing will be suspended 
immediately, or, if your printer has a "buffer" (memory where 
text is stored for printing), as soon as the buffer is empty. 
Press any key to resume printing. 


CANCELLING PRINTING 
Press AIt-F10 whenever you need to cancel printing. 


Printing will stop immediately if your printer does not have an 
internal buffer. If your printer has a buffer, printing will 
continue until the buffer is empty. To stop printing immedi- 
ately, turn the printer off and then on again after pressing 
Alt-F10. This will clear the buffer of any remaining text. 


After you cancel printing, Volkswriter assumes the paper is no 
longer properly aligned; the next time you print, it prompts 
you to reposition the paper at the top of the form. 


PRINTING 


Printing Only Part of a Document 


As your printed text gets closer to the final result you want, 
you may need to correct and reprint only part of a document. 
There are two ways to do so. Either: 


1. Choose option P or N from the Printing Menu. When 
asked if you want to print the ENTIRE DOCUMENT 
(Y/N)?, reply N. When asked STARTING PAGE NUM- 
BER enter the page number. 


Or: 


2. While editing, insert a ..END command where you want to 
stop printing. Then place the cursor at the line where you 
want to start printing and press AIt-F1. 


Using Queued Printing 


Queueing simply means lining up; the documents you queue 
for printing are stored in line and printed automatically for 
you while you use your computer for another task. 


Print queueing (or "print spooling," as it is sometimes called) 
will help you if you find you are spending a lot of time 
waiting while your computer drives your printer. This is 
likely to be the case if you have a relatively slow printer, 
and your documents are longer than just a few pages. You 
may not benefit greatly from queued printing if you have a 
fast printer, especially a laser printer, and if you are printing 
mostly letters or other one- or two-page documents. 


Volkswriter's queued printing feature functions only with DOS 


3.0 or higher, since only with this version does DOS provide 
adequate facilities for handling a print queue. Users of 
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DOS 2 can accomplish a similar result; see "Background 
Printing" below. 


To use a print queue, you must run the DOS 3.0 PRINT com- 
mand before you start Volkswriter. You can make the PRINT 
command part of your AUTOEXEC.BAT file. You can spe- 
cify your "printing device" in the command (see your DOS 
manual), for example 


PRINT /D:LPTI 


for your parallel printer. PRINT.COM must be on your pro- 
gram (boot) disk. 


(Note: if you are using the IBM PC Network, you must start 
the network before you enter the PRINT command. You can 
include the PRINT command in your AUTOUSER.BAT file.) 


If you want to turn queued printing on or off, select P from 
the Main Menu to reach the Print Menu. Then select Q to 
turn on Print Queueing, or one of the other options to turn it 
off. 


See 


Once print queueing has been selected, all documents you print 
will be queued until you turn print queueing off (T) from this 
menu. 


With print queueing turned on, simply print your document as 

you normally would. Instead of going immediately to the 

printer, however, the printed output will be stored in a 

temporary file, in a subdirectory called VWQUEUE that the 

program automatically creates. This temporary file will then 

be printed automatically, while you are free to go on to 

another task. You can send another document to the print 

queue if you want to, or edit, or perform any other Volks- 

writer function. — 


Note that a blank page is sometimes ejected between docu- 
ments when you use print queueing. 


7-10 


PRINTING 


With queued printing underway, you can easily return to the 
Print Queue Options menu to access any of the options for 
checking and changing the print queue. These are 


D — Display the current print queue. 


R — Reprint current file. Use this option if, for example, 
your printer jams while printing your document. It cancels 
the current printing and restarts. 


C — Cancel current file. 
A — Cancel all files in queue. 


N — Cancel named file. You will be prompted for the 
name of the file you want deleted from thé print queue. 


X — Exit print queue menu. 


Here are some other guidelines for print queueing: 


- Print queueing requires a fairly large amount of RAM in 
your computer, and it is of very limited usefulness with a 
2-diskette system. We recommend a hard disk, or a large 
RAM disk, where the queued documents can be stored. 
Be sure you select this drive as your queued printing 
drive when you run CONFIGUR. 


- Some printers do not work well with queueing. If you are 
having trouble printing via the queue, try printing the same 
document with queueing turned off. Volkswriter 3 will 
give you a message if you select queueing with a printer 
that does not support it. 


- Your printer must be able to handle continuous form paper 
if print queueing is to be useful. 
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Background Printing 


If you are using DOS 2.x, and thus cannot take advantage of 
Volkswriter's queued printing feature, you can still have 
documents print "in the background" at the same time you use 
your computer for another task -- writing and editing. Doing 
this makes use of the DOS PRINT command. 


To use PRINT with a Volkswriter 3 document, you create a 
disk file that includes all the information Volkswriter normally 
sends to the printer, and then have the DOS PRINT utility 
print this file. You must create one such disk file for each 
document you want to print from DOS. 


From the Volkswriter 3 Main Menu, enter P and use the 
Select Printing Device menu; choose W, Write to disk. 


As long as you leave this option in effect, all printed text will 
be sent to a file, instead of to the printer. You will be asked 
to name the file every time you begin printing with either 

the Print option or the AIt-F1 key. 


With Volkswriter set to print to disk, create or retrieve the 
files you want printed, and print them to disk files. The 
names you choose are arbitrary; it is best to use names with a 
common extension, such as .PT for files you intend to print. 
This will allow you to group the files for printing. Be sure 
Continuous Forms is set to Y in the layout. 


IMPORTANT: Do not use the original file name as the name 
of your print file. The file that is written to disk should not 
be edited or printed using Volkswriter, but only used for 
printing from DOS. 


After you have written to disk the files you want to print 
from DOS, exit Volkswriter and issue the DOS PRINT com- 
mand: a 


PRINT *.PT 


PRINTING 


At this point, DOS will start printing all files whose extension 
is .PT, and you can immediately continue with Volkswriter 
or any other program you desire. 


Special Effects 


While you are editing, the Fi Help screen will show you all 
the Shift-function key options for special printing effects. 


Shift-F1 Subscript 
Shift-F2 Superscript 
Shift-F3 Font 1 
Shift-F4 Font 2 
Shift-F5 Font 3 
Shift-F6 Font 4 
Shift-F7 Boldface 
Shift-F8 Strikethrough 
Shift- F9 Underline 
Shift-F10 | Shadowprint 


Special effects make your materials distinctive and can be used 
to attract attention to important points in your text. 


Each printer has different features. Volkswriter is carefully 
set up to take advantage of each printer’s capabilities. Note 
that, in a few instances, the function for a particular printer is 
not the one described. For example, with some printers, 
Shift-F10 is used to produce an italic font instead of 
shadowprint. Be sure to learn what your printer can and can 
not do, using the tutorial test files. You can also contact 
Lifetree Customer Service to see if there is an information 
sheet on your printer. 


These special effects can all be turned on by pressing the | 
appropriate Shift-Function key combination. However, all but 
the first two can also be turned on for an entire marked 
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block. Just mark the block first, then press Shift-F7, for 
example, to boldface the entire block. Since the block is still 
marked after you select boldface, you can then press Shift-F9 
to add underlining to the boldface. Press F10 when you are 
done to cancel the block marker. : 


If you decide to turn off boldface, underlining, overstrike, and 
shadowprint, press Shift-F7 again while the block is still 
marked, or mark it again and press Shift-F7. For these 
special effects you press the key once to switch on the special 
effect, and press they key a second time to turn it off. 


To turn off one of the fonts, mark the block again and select 
Font 1. 


To end the special effect: 


Shift-F1, Subscripts and superscripts are ended by 

Shift-F2 selecting the opposite: to end a superscript, 
use the subscript command, and to end a 
subscript, use the superscript. They are also 
ended automatically at the end of a line. 


Shift-F4 - The alternate fonts are usually turned off by 

Shift-F6 selecting Font 1 (Shift-F3) by a paragraph-end 
symbol. However, this is partly determined 
by the specific printer table you choose. With 
a few printers, you may need to experiment 
with selecting one font to turn off another 


font. 
Shift-F7 - Boldface, strikethrough, underline and 
Shift-F10 shadowprinting are turned on and off with the 


same key, whether you insert the begin and 

end markers yourself or mark a block for the 
special effects. These effects are also turned 
off automatically by a paragraph end symbol. 
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The special effects are marked by different symbols, which are 
usually hidden; you can see them by pressing Ctrl-F3. To 
change or delete any effect, you can delete its marker, both 
before and after the affected text. (Of course, there may not 
be a marker at the end of the affected text if it was turned 
off with a line-end or paragraph-end.) 


Helpful Hint: You can use Volkswriter's Find and Replace 
functions to locate and change, if desired, any of the 
special effects. After pressing F7 or Alt-F7, use the 
numeric keypad to enter the ASCII number of the marker 
used to designate the special effect. If you are not 
displaying special effects markers (via the Preference 
Menu), you will not be able to see the character, but the 
Find function will still find it. See Special Characters in 
Chapter 8. 


All special effects are shown on your screen whenever possible 
so you can preview the appearance of your document com- 
pletely. You can see the special effect symbols using Ctrl-F3. 
Leaving special effects markers hidden will give you an 
accurate picture of what the finished document will look like, 
especially the vertical alignment of columns. 


The "Any Printer" type (Printer Type 3) can produce under- 
line, boldface, shadowprint and strikethrough with most 
printers by making a second pass on the line. 


Boldface (Shift-F7) and Shadowprint (Shift-F10) are similar. 
Shadowprint is normally heavier than Boldface, and is done by 
printing every character once, then printing it a second time 
after moving the printer carriage a minute fraction of an inch. 
Most of the time, you will be using only one of the two 
effects, since most printers can only support one well. 


Font 1, Font 2, Font 3, and Font 4 allow you to take advan- 
tage of printers that support multiple colors such as red and 
black, and/or multiple fonts (typefaces). The "normal" 
typeface and color (Shift-F3) is plain type in black ink. Thus 
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to return to the normal style within a paragraph, use Shift- F3 
to select Font 1. The fonts can be modified to suit your 
needs via the CONFIGUR program. 


Embedded Commands 


Besides all the controls that you activate by the touch of a 
key, there are a number of printing facilities that are activated 
with "embedded" commands, which you place within the text. 


Because they appear as lines in your document, embedded 
commands look like text. The difference is that all embedded 
commands start with two periods (..); thus they are often 
called "dot dot" commands. The two dots MUST be in 
Columns 1 and 2. Any line that begins with dots in Columns 
] and 2 is recognized by Volkswriter as a non-text line; the 
characters following the dots are either an embedded command 
or a comment (see below). 


Embedded commands are never printed. They also are not 
counted in the total number of lines on a page, so your page 
length will continue to display correctly. During printing, as 
different embedded commands are encountered, they take 
effect from that point on, so the placement of these commands 
in the text is important. | 


These are the commands you can embed. 


comments 

PAGE 
.HEADnnX(running header) 
.FOOTnnX(running footer) 
..PGNOn 

..PAUSE(message) 

END 

..PRINT(document name) 

. VERB 
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..NORM 
..CMD 
ILE 


Two additional embedded commands relate to Math functions, 
and are discussed in Chapter 9: 


.HIDEMATH 
.SHOWMATH 


Here are the ground rules for embedded commands: 


m These commands must begin at the left side of your screen, 
in Column 1 of a blank line. You can always use F3 to | 
take you to that position, even if you have some other left 
margin in the current ruler line. 


w The first two characters must be periods followed by the 
command (in either lowercase or uppercase), followed by 
information specific to the command. 


m Follow the format below exactly. In particular, DO NOT 
insert extra blanks in a command, or it may be mistaken 
for a comment rather than a command. 


m At least 250 .. commands can be included within one 
document, on a 256K computer. For each additional 64K of 
RAM, the number of .. commands increases by 1000. If 
you exceed the limit you will see a message. Exceeding 
this number may result in incorrect on-screen pagination, 
but your text will still be printed correctly. NOTE: layout 
changes within your document count as .. commands, and 
are counted in the maximum allowed in one document. 


mg Embedded commands do not work with TextMerge list files. 
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Using Embedded Commands 


..(comment) 


Typing periods in Columns 1 and 2 (..) allows you to enter 
any remarks in your text that you want. These are never 
printed. You may, for example, summarize the contents of the 
document, or its creation date. The exact format is two 
periods, plus any text that is not an embedded command: 


For example: 


.REVISE THIS LETTER BEFORE SENDING 


„PAGE 


This command forces a page end; the next line will begin a 
new page. You will see the result on your screen: when you 
insert a ..PAGE, a page-break line will appear on your 
monitor. 


. HEAD and ..FOOT 
..PGNO 


These commands are used to create "running headers" and 
"running footers" that can also automatically include the page 
number. For details, see "Headers and Footers" and "Page 
Numbers" below. 


..PAUSEtext 


Upon reaching this command during printing, Volkswriter 
displays your "text" on the status line and waits for you to 
press a key before continuing. If you do not include any 


PRINTING 


text, Volkswriter will simply prompt you to press a key to 
continue printing. 


This ..PAUSE command can be inserted into text to remind 
you to change to a different kind of paper, or to change 
printing elements, diskettes, etc. 


„END 


When Volkswriter encounters this command, it stops printing as 
if this were the end of the text. This command is useful 
when you want to print only a portion of your document. 


Helpful Hint: It can also be used to mark the end of the 
printable portion of your file. You can then add comments 
on lines following the ..END which can be read on-screen 
but will not print out. 


. PRINT 
This command is written thus: 
..PRINTd:document.ext 


When Volkswriter 3 reaches this command during printing, it 
suspends printing of the current document and begins printing 
the document named in the command. The document name 
must be specified without any blanks. It is usually best to 
include the drive indicator, such as "A:" or "B:". 


After printing the file you specify, Volkswriter will resume 
printing the original file at the point where it left off. 


Whenever you use ..PRINT to print a document, Volkswriter 
uses the layouts stored with the document. 
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Helpful Hint: This command may be used to print a 
standard heading at the beginning of a document, as in a 
letterhead. It can also be used to print repetitious 
"boilerplate" paragraphs in such documents as proposals and 
contracts. | 


Another Hint: This ..PRINT command lets you print many 
documents together as though they were one. You might 
want to do this when writing a manuscript made up of a 
number of chapters. This technique assembles the shorter 
documents into a longer one when you print. There are 
two ways to do this. 


One way is to use a ..PRINT command as the last line of 
every document in the manuscript, giving Volkswriter the 
name of the next document to print. This technique, 
called "chaining," is simple and convenient, particularly if 
you're writing one long piece in which the sequence of the 
separate files is well known in advance. 


But if it is likely that you'll be rearranging the order of 
your presentation as you go, it is easier to set up a 
separate "command document" which contains no text, just 
.PRINT commands and other embedded .. commands (see 
"A Manuscript" under "Examples of Embedded Commands" 
below). 


Once you set up a command document with the commands 
in the desired sequence, use Alt-Fl, or option P in the 
Print Selection Menu, to print the text. (Note: this method 
wil not work with printing option N.) The documents 
printed in this way must not contain any ..PRINT com- 
mands themselves. If they do, an error message will be 
displayed and printing will be cancelled. 
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..SCMDtext 


This command is the easiest way to send special control 
sequences to a printer. Whatever you include as "text" will be 
sent to the printer without any changes. 


For example, suppose your printer needs to be sent the 
character sequence "Esc R 6" to start printing in a European 
character set. The manual may give these codes in the form 
required for a BASIC program: 


LPRINT CHR$(27);"R"CHR3(6) 


(n BASIC, CHR$(27) is the Escape character). To send these 
characters in Volkswriter requires you to enter the following 
embedded command line: 


..cmd(Esc)R6 


where (Esc) means you press the Escape key; a left-pointing 
arrow appears when you press this key. 


NOTE: Do not end the line with a paragraph sign unless you 
want an ASCII decimal 20 and a carriage return sent to the 
printer. In either case, no linefeed or other control characters 
will be sent to printer. 


Be sure you do not leave blank spaces between the ..CMD and 
the first ASCII decimal code, or between the ASCII codes (see 
"Special Characters" in Chapter 8). 


Using ..CMD is preferable to embedding the codes by them- 


selves because the ..CMD ensures that the line is not counted, 
and therefore does not affect your page breaks. 
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. VERB and ..NORM 


You can enter all 256 ASCII characters from the numeric 
keypad by holding down the Alt key (see "Special Characters" 
in Chapter 8). However, some of the ASCII characters below 
decimal 32 have special significance to Volkswriter 3. One 
example is the paragraph sign (ASCII 20). If you wish to 
send such ASCII characters to your printer, you need a way to 
tell Volkswriter to send all ASCII codes to the printer 
verbatim, without regard for their normal meaning. 


The .VERB command lets all characters on the follow- 

ing lines go to the printer without interpretation by Volks- 
writer. The ..NORM command restores all characters to their 
usual significance. 


These two commands thus provide an alternative to using 
.CMD to send control codes to the printer. They are 
especially useful if you need to embed a control command 
mid-line, although any such characters will be counted in 
determining line length; this can cause word wrap at an 
inappropriate position, and mis- justification. 


The ..VERB appears on a line by itself (with no paragraph 
sign after it — do not press Enter on this line). It tells 
Volkswriter that there will be some control codes in the 
following lines to be sent to the printer without interpretation. 


For example, suppose your printer starts double-width printing 
when it receives a character 31, which Volkswriter uses to 
start/stop underlining, and restores 12-pitch when it receives a 
character 28, which Volkswriter uses for overstrike. You 
could switch into and out of double width printing using the 
following approach: 
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..Verb 

Embed the codes you need to start and stop double- width 
printing anywhere in these lines that follow the ..verb. 
Then the following line will restore the codes to their 
normal meaning for Volkswriter: 

.norm 


See Appendix F for a complete list of all ASCII characters 
that are significant to Volkswriter 3. 


. FILE 


This command is used with TextMerge. See Chapter 11. 


Headers and Footers 


The embedded commands ..HEAD and ..FOOT are used to 
create headers and footers. A header is a line that appears at 
the top of every page, and a footer appears at the bottom of 
every page. The information in a header or footer can 
automatically include the current page number, if you wish. 


With headers and footers you can place a different heading on 
every chapter or section of a manuscript, including such 
information as a form number and revision date. 


In addition, Volkswriter allows you to specify a different 
header for even numbered pages and for odd numbered pages. 
This capability will be helpful if you are creating originals for 
reproduction on two sides of the page. For example, these 
commands produced the different headers on even- and odd- 
numbered pages in this manual. 
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The exact format of these two commands is: 


.HEADnnxxtext 
. FOOTnnxxtext 


Here is what each part of these lines mean: 


nn 


XX 
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This is a two digit number (exactly 2 digits!) such as 
03 or 48, which specifies the line number of the 
header or footer "text". 


NOTE: For headers, the line number "nn" must be less 
than the number of your first text line. This is the 
line specified for Text Starts in the Layout Menu, and 
it is shown on the status line when the cursor is at the 
top of a page. And for footers, the line number "nn" 
must be greater than your last text line, specified as 
the Text Ends line in the layout. If you specify a line 
number that is within the area used for printing the 
main body of text, the header or footer will be 
ignored with no error message. 


These letters stand for the information you supply 
about where the header or footer should be positioned. 


In place of the first x, you can enter either 


O - for odd-numbered pages (1, 19, etc.) 
E - for even-numbered pages (2, 10, . . .). 


Note that the O or E is optional. If you omit this 
letter (do not leave a blank space), your header or 

footer will appear on both odd- and even-numbered 
pages. 


PRINTING 


In place of the second x, use one of the following 
letters: 


L - flush left 

R - flush right 

C - centered 

A - alternating flush right and flush left, for 
odd-numbered and even-numbered pages 
respectively (note that the A option is not 
generally useful with headers or footers 
printing only on odd- or even-numbered 
pages). 


text The text is anything you want printed as the header or 
footer. If you include two number signs (##) in the 
text, the page number will be printed at that location; 
see "Page Numbers," later in this chapter. 

Examples: 


.headO4RFirst Draft, 2-5-86 


wil print the header "First Draft, 2-5-86" flush-right, 
on line 4 of every page. 


.foot63LAcme Consulting Co. Confidential 


will print the company name and "Confidential" on line 
63 of every page. 


.head03eIlVOLKSWRITER 3 


will print the name VOLKSWRITER 3 flush-left on line 3 
of all the even-numbered pages. 
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..headO3orPRINTING 


prints the chapter title on line 3 of all the odd- 
numbered pages. This and the previous example are 
the forms used to produce the headers you see in this 
chapter. 


You may use as many headers and footers as you like, limited 
only by the number of lines outside the text print area. 

You should enter the headers and footers in the order of their 
line numbers; that is, a ..HEAD that is to print on Line 3 
should appear before a .HEAD for Line 4. It is also usually 
best to place your header and footer embedded commands 
first, above other embedded commands. 


A header or footer will be printed on every page of the 
document following the place in the text where your command 
is embedded. Any succeeding .HEAD or ..FOOT command 
with the same line number ("nn") as the previous command 
(and with the same even- or odd-page specification, if any) 
will replace it. 


You can make your headers and/or footers stop printing any 
place in the document by embedding a ..HEAD or ..FOOT 
command with the same line number AND the same odd/even 
specification (if any) as the previous one and no text. For 
example, 


..HEADO3 
..FOOT60 


would cancel the header on line 3 and the footer on line 60 
for all subsequent pages. However, if you have specified that 
a header or footer is to print only on even or odd pages, you 
must include this when you cancel. 
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Thus to cancel 
..FOOT63ERtext 
you must use 


..FOOT63ER 


..PGNOn 


This command allows you to reset the current page number. 
The page number, n, is specified as one to five digits. To 
reset the page number to 14, for example, the command is 


..PGNOI4 


If you specify a 0, Volkswriter 3 will prompt you for the 
page number you want to start with when printing the docu- 
ment. Thus if you are printing several documents that are to 
be bound together as one, you can enter the appropriate 
starting page number for each section when you see what the 
last page number is for the previous section. 


This command is used with the ..HEAD and ..FOOT com- 
mands. When you set a page number with ..PGNO, it affects 
odd- and even-page headers and footers, as well as odd- or 
even-page border margins you set in the Layout Menu. 


Page Numbers 


If you want, Volkswriter will automatically print the page 
number on each page of your document. The location and 
format of a page number is specified with the ..HEAD or 
.FOOT command. To specify automatic page numbering in 
your printed text, include two number signs ## in the text of 
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a header or footer. In place of ## Volkswriter automatically 
inserts the number of the page being printed, with no extra 
blanks. 


Use the ..PGNO embedded command to set the starting page 
number. i 


The following examples illustrate the results of different page 
number specifications: 
-FOOT63Rpage 5-## 
will result in a flush-right page number on line 63 in the 
form: | 
page 5-3 
page 5-10 


page 5-107 


.HEADOS3ARev. A page ## of 30 


will result in page numbers that alternate flush-right (odd 
pages) and flush-left (even pages) on line 3, in the form: 


Rev. A page 9 of 30 
Rev. A page 10 of 30 


Rev. A page 11 of 30 
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. FOOT630C-##- 


will result in a centered page number on line 63 of odd- 
numbered pages, in the form: 


six 


Arii 


..HEADO3elsst Introduction 
..HEADO3orIntroduction ## 


will place the page number at the "outside" edge of each page, 
with "Introduction", for printing on both sides of the sheet. 


On the first page, headers with page numbers are printed. If 
you wish to omit a header on page 1, move the ..HEAD 
command anywhere after the first line of text. Footers with 
page numbers are not printed on page 1 but start printing on 
page 2, as is customary in correspondence. To print a footer 
with a page number on page 1l, use a ..PGNOI command 
before the ..FOOT command on page 1. 


Examples of Embedded Commands 


A MANUSCRIPT 


Volkswriter 3 is capable of handling very large documents. 

For editing purposes, though, you may find it more convenient 
to have a separate file for each chapter of a larger manuscript. 
This will cut down on the time needed to retrieve and store 
when you are working on a portion of the text. 


A good way to print a long manuscript made up of separate 
documents, is to set up a "command document" containing only 
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printing instructions. Then you simply retrieve and print this 
command file using option P in the Print Selection Menu, or 
Alt-Fl in Edit mode. (Do not try to print the command 
document using N in the Print Selection Menu.) 


NOTE: documents printed in this way must not contain any 
.PRINT commands themselves. If they do, an error message 
will result, and printing will be cancelled. | 


Here is what such a command file might look like: 


print IITLEPG 

..print TOC 

..head02elIGIANT SALES CORP. 
.headO20rCORPORATE PLAN 
.footó2aPage ## 
..printCHAPTERI.MS 
..printCHAPTER2.MS 
..pauseSwitch to diskette #2 
..printCHAPTER3.MS 
..printBIBLIO.MS 


Let's see what happens with each line in this document: 


.print TITLEPG 


The first command takes care of printing the title page. 
The layout stored with the document is automatically used. 


..printTOC 


This instruction prints the table of contents file named 
TOC, again, using its stored layout. 


PRINTING 


.head02elGIANT SALES CORP. 


This ..HEAD command would produce a flush-left header 
like this on line 2 of every even-numbered page, for all 
documents printed after this point unless they contain a 
„head cancelling this line: 


GIANT SALES CORP. 


.headO20rCORPORATE PLAN 


This .HEAD command would produce a flush-right header 
like this on line 2 of every odd-numbered page, for all 
documents printed after this point unless they contain a 
„head cancelling this line: 


CORPORATE PLAN 


.foot62aPage ## 


The .FOOT command would place a footer on line 62 of 
all documents printer after this point. The page number 
will alternate flush-right and -left, on odd and even pages, 
reading: 


Page 2 
Page 3 
Page 4 


Other headers or footers could be specified within each 
document, for example to give the chapter title. They 
would not interfere with the header and footer given here 
so long as they use different line numbers. 
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..printCHAPTERI.MS 
..printCHAPTER2.MS 


These commands print the first two chapters of the manu- 
script. They would have their own layouts, or a style 
sheet, VWSTYLE.MS. 


..pauseSwitch to diskette #2 


The ..PAUSE command allows you to switch to the diskette 
for Chapter 3. To change diskettes you must use 

..PAUSE. The message, in this case "Switch to diskette 
#2," will appear on the status line. 


WARNING: You can not change a diskette that is being 
used for the spill files, for printing to disk, or for 
queueing or background printing. Doing so may cause your 
entire diskette to be irreparably scrambled. 


.printCHAPTER3.MS 
..printBIBLIO.MS 


These commands print the third chapter and bibliography 
of the document. 


BOILERPLATE PARAGRAPHS 


Embedded commands can be used anywhere in your text, and 
are therefore valuable for creating form letters and for 
streamlining the use of repetitious "boilerplate" sentences or 
paragraphs. There is no limit to the size of "boilerplate" text, 
other than the space available on a given diskette. 


PRINTING 


For example, consider the following document 


. .printHEADING 


George Jones 
224466 8th Avenue 
Chicago, IL 60000 


Dear Mr. Jones: 


It was a pleasure speaking with you the other day. 
. .printSALES 


I plan to be in Chicago on the 10th, and 
would like to have lunch if you are free. 
Please give me a call. 


. .printCLOSING 


In this example, three files, HEADING, SALES, and CLOSING 
are printed within the letter automatically. These files each 
contain, respectively: the company address, the sales informa- 
tion, and a closing statement, such as "Sincerely yours." These 
files are automatically printed as part of the letter at the 
places where the commands are embedded. 


The file HEADING might contain: 
NEW INDUSTRIES INC. 
123 ENTERPRISE DRIVE 
SUN CITY, CA 90000 
This same technique of embedding ..PRINT commands can be 


used for "boilerplate" clauses in proposals, contracts, and other 
repetitive documents. 
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CHAPTER 8 
Advanced Editing 


Find and Replace 


Find and Replace allow you to locate, and replace if you want 
to, a letter, number or several words — any collection of up 
to 40 characters that you specify. You can include any 
combination of letters, numbers and special ASCII characters. 


FIND 


Press F7 while editing, and you will be asked what you want 
to find; the message (on the status line) says "FIND: ". Type 
the word (or characters) that you want to find and then press 
Enter. 


You will then be asked if you want to "Ignore upper/lower 
case?" To find capitalized and lower-case instances of your 
word, reply Y, or just press Enter. If you want to find the 
characters exactly as entered, press N. 


For example, suppose you want to find all references to 
"profit" in your text. Press F7 and type the word "profit." 
Press Enter twice, to find Profit and PROFIT as well as 

profit. You will see the message "SEARCHING" on the status 
line, and then "FOUND" if the word is found. The cursor 
will be located under the first instance (after the cursor) of 
the word "profit." To find the next place "profit" occurs, press 
F7 again. 
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The search starts from where the cursor is. Upon reaching 
the end of the document, the search. will resume at the 
beginning. So if you begin your search in the middle of a 
document, Volkswriter 3 will search to the end and then start 
from the beginning. When you want to start a search for 

a different word, press F10 to clear the old word, and then 
press F7 again. 


Note that searching for "profit" will find all instances of these 
characters, including "profits", "profitable", and "non-profit." 


Helpful Hint: To find a particular piece of text, you may 
need to type only a few letters to identify the word; for 
example, to find "necessary," "nece" will be sufficient, since 
very few other words contain this combination of letters. 


If your word is not found, it is cleared automatically, so that 
you.can simply press F7 again to start another search. You 
can use all editing functions between finding one instance of 
your word and searching for the next. 


REPLACE 


The Replace function operates similarly to the Find function 
in searching for a word or characters. With Replace, however, 
you can enter a second word to replace the first one. If you 
just press Enter when you are asked for the replacement word, 
Volkswriter 3 will replace the first word with "nothing," so the 
global replace function becomes a global delete function. 


When you press Alt-F7, you will be asked for the word to 
find with the message (on the status line) "REPLACE: ". Type 
the word (or characters) you want to replace and press Enter. 
You will then be prompted for the word you want to replace 
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it with. Type the new word and again press Enter, or just 
press Enter if you want to delete the first word. 


You will then see the prompt: "ALL? (Y/N)." This asks if 
you want to automatically replace all instances of the first 
word with the second. 


If you answer N (No, do not replace automatically) the 
cursor will be advanced to the next occurrence of the 
word(s) you want to replace. Then you have the option of 
pressing Alt-F7 to carry out the replacement, or F7 to 
leave the text unchanged and move to the next occurrence. 
This way, you can selectively replace only the text that you 
want to change. 


The F7 and AIt-F7 keys continue finding and replacing the 
chosen characters until you press F10 or there are no more 
such characters. You may use all other editing functions 
while using these keys. 


If you answer Y (Yes) to the "ALL?" prompt, all occur- 
rences of the first word will be replaced by the second 
word automatically, starting from the beginning of the 
document, not from the cursor location. 


NOTE: If you choose Y by mistake, press F10 (or any key) 
quickly and the operation will stop. 


Use the Y option with care. Replacing every occurrence, 
without pausing to look at each one, can result in some 
unexpected surprises, especially if the word you are replacing 
is in any way a part of another word. For example, if you 
replace all instances of "there" with "their," the word 
"therefore" will turn into "theirfore." You will have no 
opportunity to see each replacement as you go, to be sure it is 
appropriate. 
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The Replace function is sensitive to case; that is, you must 
enter the characters exactly, including capitalization. 


If your characters are not found, the word is cleared automati- 
cally. 


Block and Column Functions 


Block functions allow you to indicate a block of text for 

the following functions: change the type style, check spelling, 
reformat, or move, copy, delete, or store the block. With 
column function, you can move, copy or delete a column, or 
perform math or sorting operations. 


BLOCK MOVE, COPY, DELETE 
l. First define the block. 


Place the cursor at the first character of the material you 
want to define in your block and press F5. Then put the 
cursor on the last character of the block and press F6. 
The block will be shown in reverse video. 


You can press F6 to mark the end of the block before you 
go to the start and press F5. A block can be as small or 
as large as you want. Once you have defined the block, 
do not make any editing changes within it. 


When moving or copying, if you press only F5 and don't 
press F6, the block is assumed to be one complete line, the 
line where the cursor was when you pressed F5. This 
feature allows you to move or copy one line very quickly. 
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2. Select the appropriate function: 
To check spelling for the marked block, press F2. 
To reformat the block, press F8. 


To change font or typestyle for the block, use the appropriate 
Shift-function key (press F1 for a reminder; see Chapter 7). 


To store the block, use Ctrl-F10, Store, or Ctrl- F2, NotePad 
(see next section). 


To delete the block, press AIt-F8. 


To move or copy, place the cursor at the location for the new 
text. Then press Alt-F5 to move, or Alt-F6 to copy the 
block. 


If you are moving or copying text into the middle of other 
text, place the cursor under the first character that you 
want to follow the new block. Your text is reformatted 
automatically in both places. 


When editing a DOS file (with an asterisk marking the 
right margin), all moves consist of entire lines (see "DOS 
Files" later in this chapter). 


NOTE: All layout changes within your marked block will 
be moved, copied or deleted with the block. If you are in 
doubt about the result, store your document before you 
start, and check your layout changes after you have 
completed the move, copy or delete operation. 


Remember, Alt-F5 removes the marked block from its 
original location and places it in a new location. Alt-F6 
leaves the marked block in place and puts a copy of it in 
the new location. 
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COLUMNS 


You can move or copy any rectangle, usually a column of 


nu 


3. 
of 


mbers, from any place in the file to any other place. 


. Define the column you want to move, copy, or delete. 


Place the cursor at the upper left corner of the column you 
want to define and press Ctrl-F5. Then move the cursor 
to the lower right corner of the column and press Ctrl-F6. 
The column will appear in reverse video. 


. To delete, press AIt- F8. 


You will be asked on the status line "Blank or Delete? 
(B/D)' If you choose B for Blank, your column will be 
replaced with blanks, but text or columns to the right will 
not move. If you choose Delete, the marked column and 
the space it occupies will be deleted, so that text or 
columns to the right move to the left. 


To move or copy, place the cursor at the upper left corner 
the location for the new column. Press Alt-F5 to move the 


column, or Alt-F6 to copy it. 
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Two cases occur when moving a column: 


If you are moving sideways only, that is, if the top line of 
the marked column is the same as the top line of the 
destination, the column will be inserted. Text will be 
adjusted if necessary to make room for it. 


If you are moving a column up or down, any text at the 
destination will be overwritten. This makes it easy to 
move entries from one column to another column. 


er 
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Everything within the rectangle you have marked, including 
spaces, will be moved, copied, or deleted. Your column can 
pass page boundaries, as necessary. With columns, your text is 
not reformatted. 


Storing Part of One File 
As a Separate File 


You can mark a block of text in one file and store it in a 
separate file. Both Store (Ctrl-F10) and NotePad (Ctrl-F2) can 
be used for this operation; read through the entire procedure, 
and be sure you understand the difference. 


1. Mark the block of text with F5 and F6. 


See "Block and Column Functions," above. 


2. Store the block or append it to a file. 


Using Store (Ctrl-F10) will leave the text intact in your 
current file, and will copy it into a unique file on disk. 
When you press Ctrl-F10, you will be asked to confirm 
that you want to store only the marked part of the file 
(Ctrl-F10 can be used to store the entire file, but the 
recommended method is to exit to the Main Menu and 
select Store). 


You will then be prompted for the name of the file. 

BE SURE to respond to the prompt with a different file- 
name than the name of your current file, or the partial file 
you store will replace your entire original file on disk. 


Using NotePad (Ctrl-F2) will remove the block from your 


current file, and will append (add) it at the end of an 
existing file or a newly created file. You can thus mark 
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several blocks and join them together in one separate disk 
file. 


Layout changes are included when you store a marked block. 


With either method, you can change subdirectories or swap 
data diskettes immediately before storing, if you want to store 
the file in a different directory or diskette. IMPORTANT: 
Your spill files must NOT be on your data diskette if you 
want to swap data diskettes before storing. Be sure to return 
to the original directory, or replace your current file's data 
diskette, immediately after storing the separate file. 


Helpful Hint: One situation where it is useful to be able to 
append lines from one file to another is in creating a 
footnote file. NotePad can be used to collect footnotes, 
entered into the text while writing, into a separate file for 
printing in chapter-end style. As you encounter each 
footnote, move the cursor to a blank line and type the text 
of the footnote. Then mark the block with F5 and F6, if 
the footnote contains more than one line, or simply leave 
the cursor on the line with a single-line footnote. Press 
Ctrl-F2 and append the line or block to your footnote file. 
You can then read in your footnote file at the end of your 
chapter or document using Alt-F2 (see below). 


Merging One Document Into Another 


Volkswriter 3 allows you to insert all or part of one document 
anywhere within another document (do not confuse this capa- 
bility with TextMerge; see Chapter 11.) It is sometimes useful 
to do this with a file you have created by storing part of 
another document, as described above. 
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1. In the first document, move the cursor to the place where 
you want text from the second document inserted. 


You do not need to add blank lines to make room for the 
new text. Volkswriter will automatically move down your 
existing lines to make room. 


If you want to add the second document at the end of the 
first, use Ctrl-End to move to the end of your file. 


2. Press AIt- F2, the Read function, and reply to the prompt 
asking for the name of the file you want to insert. 


You can include the drive specification with the file name. 
If necessary, you can exit to the Main Menu and change 
directory, to read in a document from another directory. 
Or, with a diskette system, you can remove your current 
data diskette and insert a diskette containing the second file 
IF your spill files are not on your data diskette. Be sure 
to return to the original directory, or replace your current 
data diskette, after you have retrieved the file. 


3. Respond to the line number prompt. 


If you want to insert the whole document, just press Enter 
at the prompt for starting line number. 


To insert part of the document, specify the starting line 
number and the ending line number. If you are not sure, 
it is often most practical to insert the entire second file 
and then delete the lines you do not want, or simply guess 
the starting and ending line numbers. Or you can retrieve 
the document separately, set Pagination to N in the Layout 
Menu, and check the status line for the line numbers. 
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4. Repeat the process if necessary. 


For example, if you want to join several files, one after 
the other, press Ctrl-End to go to the end and use Alt-F2 
again to read in the next file. 


5. Store the new document. 


If you have changed directory or diskettes, remember to 
change back before you store. Use a different name for 
your new document, unless you want it to replace the 
original on disk. 


NOTE: Both the text and layout changes are imported; layout 
changes will refer to the current document's layouts. 


Automatic Horizontal Scrolling 


Volkswriter 3 is capable of handling lines up to 250 characters 
wide, such as large spreadsheets. Use F9 to set the right 
margin in any column up to 250. Volkswriter shows you the 
section of the document you are working on automatically, 
scrolling horizontally across the line. No special keys are 
needed to take advantage of this powerful function. 


Special Cases 


CTRL-ENTER - OVERPRINT NEXT LINE 


This key combination displays as a musical note on your 
screen. Any text to the right of this symbol will be shifted 
on your display to the next line at the current left margin, as 
if you had pressed Enter. 
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When printing, however, Volkswriter 3 interprets the musical 
note symbol as a carriage return with no linefeed, so the 
second line is printed over the first. This can be useful with 
some printers to align text columns in proportional spacing, or 
for overstriking with a character other than "-". 


The line with the musical note symbol is not counted, so your 
page break will accurately reflect the way your document will 
print. 


When you are creating a DOS file (see below), Ctrl-Enter 
works differently: it is used to split one line in two, like 
pressing Enter in document mode but without inserting a 
paragraph-end symbol. 


CTRL-Z - FORCED SPACE 


Holding down the Ctrl key and pressing Z gives you a "hard" 
space that displays on-screen as a blank, and prints out as a 
blank. This space can be used, for example, to prevent an 
awkward break at the end of a line: 


ET During our meeting with you on April 
4 we decided to. . 


To avoid a line ending like this one, which separates the 
month and day, use Ctrl-Z instead of the spacebar after typing 
"April" "April 4," will then be treated as one word for 
paragraph reformatting purposes. 


The internal representation of this Forced Space character 
(Ctrl-Z) is the ASCII code 00 (zero). 
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SPECIAL CHARACTERS 


You can use all 256 ASCII characters in your text (a chart of 
the ASCII characters appears in Appendix D). This capability 
allows you to use foreign language alphabets, special printing 
fonts, and even line graphics. NOTE: characters that are used 
by Volkswriter as special-effect markers will not be visible if 
you have markers turned off (Ctrl-F3). 


To enter an ASCII character, hold down the Alt key, and type 
the decimal value of the character using the numeric keypad 
on the right of the keyboard (you do not have to press the 
Num Lock key before using the keypad for this purpose). 


Whatever symbol is assigned to that ASCII character will 
appear on the screen at the cursor position. 


Helpful Hint: The ability to key in the ASCII characters 
can be useful in conjunction with the Find and Replace 
functions. To find all locations where Font 2 appears in 
your text, for example, press F7 to start the search, and 
then enter Alt-4 using the keypad. Here are the characters 
used by Volkswriter to indicate special effects (the complete 
list of control characters used by Volkswriter is in 
Appendix F): 


Boldface — ASCII decimal 18 

Strikethrough — 28 

Shadowprint — 29 

Underline — 31 

Soft hyphen — 22 

Superscript — 24 

Subscript — 25 

Fonts 1, 2, 3, 4 — ASCII decimal 3, 4, 5, 6 


You can key in any one of the 256 ASCII codes in this man- 
ner, even if they have special significance to Volkswriter 

or to DOS. To enter an ASCII 00 (zero), however, you must 
use the Ctrl-Z combination. 
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Volkswriter 3 will also read and write files with all 256 
characters in them, including end-of-files (ASCII 26). 


When printing, symbols that are significant to Volkswriter 
(such as the paragraph sign, ASCII 20) may be sent to the 
printer verbatim with the .. VERB command. 


DOS Files 


DOS file (or programming) mode allows you to create a plain 
text file, with no embedded layout change information and no 
paragraph-end symbols. Only one layout is possible, and 
changing this layout will not store this information. You can 
use a style sheet with matching filename extension so your file 
is always retrieved as a DOS file. | 


To create a DOS file, press F9 and then T to reach the Tabs 
and Margins Menu. Set the right margin of Layout 1 with an 
* (asterisk) instead of a / (slash). 

Here are the characteristics of DOS file mode: 

m All reformatting is disabled. 


m Word wrap functions normally. 


m Block move, copy and delete work with whole lines only, no 
matter where on the line the block markers are. 


= Automatic hyphenation is off, and special-effects markers 
are displayed (you can change these in the Preferences 
Menu). 


m The Enter key works like the carriage return on a type- 
writer, without inserting a paragraph sign (you can enter 
the paragraph-end symbol, if you want, with Ctrl- T). 
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m Pagination is turned off (you can turn it on in the Layout 
. Menu). Y 


m Ctrl-Enter, with the cursor in the middle of a line, splits 
the line (like pressing Enter in normal document mode, but 
without inserting a paragraph symbol) 


You can enter the * in the right margin only in Layout 1, and 
only in a document that has no layout changes. If you want 
to convert a document with layout changes to a DOS file, first 
use the Z (delete) option of the Layout Menu to delete all 
layout changes, and then enter a * in the right margin of 
Layout 1. 


You should use DOS file mode, or turn off reformatting in 

the Layout Menu, any time you are examining and editing a 
file that does not contain paragraph-end symbols. Imported 
documents, created with other software, usually do not have 
these symbols. Be sure you create a style sheet for these 
documents if you want them to be retrieved as DOS files in the 
future; or you can use Ctrl- T to insert paragraph-end symbols, 
and then treat the file as a conventional Volkswriter 3 
document. 


You can also use DOS file mode for writing program code. 
Create a style sheet with the extension of your program files, 
for example .BAS, that automatically gives you DOS mode 
when you edit these files. 
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CHAPTER 9 
Math and Sorting 


Volkswriter 3 features powerful math functions, including 
subtotaling, constants, percentages, multiple-row or multiple- 
column math, and cross-footing. Decimal tabs can be used to 
align columns of numbers. In addition, you can sort a list of 
names or words or a column of numbers, in ascending or 
descending order. 


Math uses the following function symbols, or operators: 


add 
subtract 
subtract 
multiply 
multiply 
multiply 
divide 
subtotal 
percent 


SU( * 54 I + 


If you do not specify an operation, addition is assumed. Thus 
math will be performed correctly on a column of numbers in 
the most common business format: no operator for positive 
numbers, which are to be added, and negative numbers indi- 
cated by parentheses. Where you do include operators, special 
embedded commands are available that allow you to print your 
document without these symbols. 
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Math functions operate on a group of numbers that you mark 
with the Begin-column and End-column markers. The num- 
bers can be either in rows or in columns, or both, as 


explained below. 


Helpful Hint: Here are two suggestions for entering 
numbers and performing math. First, let decimal tabs help 
you enter the numbers in columns. It is easy to set 
decimal tabs, and they will ensure that the columns align 


correctly. 


92.00 
39.00 
.00 


Columns marked 
for math 


Cursor on results line 


Decimal tabs on 
ruler line 


Layout: 1 Spacing: 1 Justify: N Reformat: Y Char. 
Decimal tab —— PaO A 


Figure 9-1. Math menu, with columns marked for math. 
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Second, turn off reformatting in the layout or layouts you 
use for entering columns of numbers. It can be frustrating 
to enter columns of numbers and then accidentally reformat 
them into a paragraph! 


Both these changes can be part of one or more specific 
layouts, so you can easily switch from text entry to 
number entry. 


There are a few rules for numbers: first, and very important, 
a number must have a space on either side of it. It can begin 
with a $ (. or a negative sign (-), and it can end with a 
numeral 0-9 or a decimal point, or with a closing parentheses 
if it began with an opening parenthesis. 


Here are a few illegal entries, and the reasons: 


( 900.50) No spaces are allowed within a number. 

[5984] Bracket are not recognized as a numeric 
character. 

5.2556/8.894 The numbers 5.2556 and 8.894 must 


have spaces on either side, thus: 
5.2556 / 8.894 


$38.85CR A space is required between the num- 
ber and letters. 


If you include a $ in one of your entries, one will be inserted 
in your result. A comma will be inserted for results in the 
thousands, unless you enter a number in the thousands without 
a comma, in which case your example will be used. 


European Math Mode — The Preference Menu (Ctrl-F1) allows 
you to set a decimal point character. If you select a comma 
as your decimal point character, Volkswriter 3 will operate in 
European Math mode. A comma will be used for the decimal 
point, and period as the thousands marker, in all calculations. 
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Column Math 


Here is an example of single-column math: 


INCOME 
Sales 
Rental 
Other 


Refund | 


cursor on this line 
when Math started 


Addition is assumed, since there are no operators specifying 
another function, and the last number is negative. To add the 
total quantity, you first mark the column. Place the cursor 
one space before the 8 in 875.00, and press Ctrl-F5. You place 
the cursor here so it will include the open parenthesis symbol 
on the refund line below. Next move the cursor to the close 
parenthesis symbol following the 415.20, and press Ctrl-F6. 
The column will be highlighted, as shown. 


(NOTE: Be sure special-effect markers are NOT displayed 
when you mark the columns for column math.) 


Then place your cursor directly below the column you have 
marked, on the line where you want the result. Press Ctrl-F9 
and select Column math. 
INCOME 

Sales 875.00 

Rental 310.70 

Other 78.80 

Refunds (415.20) 


849.30 
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Since you put the cursor directly below the marked block, 
Volkswriter places the result on the line where you have the 
cursor, aligned with the column. If you want the result 
somewhere else, not directly above or below the marked block, 
you simply place the cursor wherever you want the decimal 
point of the result. 


For column math, your numbers must be correctly aligned in 
columns. You will find decimal tabs very helpful in aligning 
columns (see "Decimal Tabs," later in this chapter). 


You must include signs and operators, such as the parentheses 
in the example above, within the marked column if they are 
to affect the result. The Math function follows the format 
you use with negative numbers: if you enter negative numbers 
in parentheses, a negative result will also be in parentheses; if 
you use a minus sign (-), a negative result will be preceded 
by a minus sign. 


Note also that any number that already exists at a position 
where a result is to be placed will be completely eliminated 
when the result is inserted. 


Here is a simple multiplication problem: 


Units sold: 


Total: 


Mark the block so that the @ sign is included. Then place 
the cursor on the Total line, below your marked block, and 
select Column Math. 


Units sold: 4460 


a -49 ea. 
Total: 2185.40 
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The = sign in the next example indicates that you want the 
subtotal inserted. 


Sales 
Expenses 
Gross profit 


Number of shares 


Earnings per share 


You must include the operators - = and / in the box you 
mark, as shown. Then move the cursor to the Earnings per 
share line, directly below your marked column, and specify 
Column math. The results — both the subtotal and the Earn- 
ings per share — will be aligned with the original column. 


Sales 48,633.00 
Expenses az 37,109.00 
Gross profit = 11,524.00 
Number of shares / 4,800 

Earnings per share 2.40 
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Here is an example that involves a percentage: 


INVOICE 
Professional consultation services 


Discount 


Expenses: 4 round trips to Santa Clara, 
440 miles 3 $ .22 per mile: 


Total due 


You can have Volkswriter calculate the $96.80 expense amount 
by marking that line for row math, as described under "Row 
Math" below. Then mark the column for math, as shown. The 
marked block includes the - 15% and the = to insert the 
discount amount and the subtotal. The 96.80 will be added, 
since no other operation is specified. 


INVOICE 
Professional consultation services $ 2,500.00 
Discount = {5% 375.00 
E 2,125.00 - 
Expenses: 4 round trips to Santa Clara, 
440 miles 9 $ .22 per mile: 96.80 
Total due 2,221.80 


A word about percentage calculations: the form used above 
enters the amount of the discount on one line, and the balance 
at the subtotal (=) sign. These can be combined to show the 
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balance only if the percentage calculation and subtotal symbol 


are entered on one line: - 15% =. Here is the difference: 
200.00 200.00 
+ 10.5% 21.00 + 10.5% = 221.00 
= 221.00 


SUMMARY: SINGLE-COLUMN MATH 


- Enter the column so the decimal places of all entries are 
aligned (recommended: use decimal tabs to enter num- 
bers). 


- Mark the column with Ctrl-F5 at the upper left corner, 
and Ctrl-F6 at the lower right corner. 


- Include all operators (function symbols) in the marked 
column. The operators allowed are + - x X * / and () 
@ = and 96 . 


- Place the cursor on the line where the result should go, 
EITHER directly below/above the marked block, if you 
want the result to be aligned with the column, OR 
wherever you want the decimal place of the result. 


- The result will be in the form of your original numbers: 
if there are no decimal values in the column, none will 
appear in the result; the format of negative numbers will 
be followed with a negative result. 
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Multiple Columns 


You can perform math on several columns simultaneously. 
Lay out the columns carefully before you start — decimal 
tabs can be especially helpful here. 


EXPENSES 


Hotel 
Meals 

Taxi 
Entertain. 


TOTAL 


Mark the columns with Ctrl-F5 and Ctrl-F6, as shown. Then 
move the cursor to the Total line. Press Ctrl-F9 and select 
Column math. 


EXPENSES 

MON TUES WED THURS FRI 
Hotel 92.00 92.00 95.50 95.50 95.50 
Meals 47.50 39.00 58.10 40.50 45.75 
Taxi 22.00 16.50 9.00 28.00 
Entertain. 104.75 125.95 77.80 65.00 


TOTAL 161.50 235.75 296.05 222.80 234.25 


In all multiple-column math operations, the top line is used as 
a "model" to determine the alignment of the result, and the 
results are inserted at the cursor line. Since the top row is 
used as the model line, you must not have any blank entries 
there. If necessary, enter a dummy value on the top row (a 0 
for column addition/subtraction, or a 1 if it will be used in 
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multiplication or division) while the math is performed, and. 
then delete the dummy entry later. 


GLOBAL OPERATORS 


Global operators can be set to the left of a block of columns, 
and they will affect all columns in the block. 


Sales 
Expenses 
Net profit 


The minus sign at the left of this example causes Expenses to 
be subtracted in both columns. 


1ST Q 2ND Q 
Sales 48,633.00 53,108.00 
Expenses - 37,109.00 36,516.00 
Net profit 11,524.00 16,592.00 


Note the difference between the minus sign used here as a 
global operator, and a minus sign indicating a negative 
number. To enter a negative number, the minus sign must be 
immediately to the left of the number, with no intervening 
spaces. 


CONSTANTS 


In multiple-column math, you can enter constants that are to 
be applied to all columns. A constant must be within the 
marked block, but to the left of the leftmost column of 
numbers on which math is being performed. The Math func- 
tion looks at the top line (the "model line") to determine where 
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the leftmost column is, and any numbers to the left of this 
column are considered constants. 


Last month This month 


Receipts 
Rent due 
Utilities 
Advertising 


Net 


In this case, the - 1200.00 and - 475.00 are treated as constants 
applied to both columns. The amounts will be "propagated" in 
both columns, and then used to determine the "Net from sales" 
amount. 


Last month This month 

Receipts 6,380.40 7,611.45 
Rent due  - 1,200.00 1,200.00 1,200.00 
Utilities - 448.50 493.60 
Advertising - 475.00 475.00 475.00 
Net 4,256.90 5,442.85 


In the case of a constant used for multiplication or division, 
the amount entered will be the subtotal, rather than the 
constant itself propagated. For example, 


Households . 
Occupants/household (avg.) : 


Mark the block so that it includes the x 2.4 and the numbers 
in the row above. From the Math Menu, select P to place the 
answers within the marked block. The P option inserts 
subtotals or the results of math with a constant within the 
marked block. 
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District A District B District C 
Households 1,485 2,121 1,058 
Occupants/household (avg.) x 2.4 3,564 5,090 2,539 


With a percentage constant, the same rule applies as with a 
single column: the percentage alone results in the percentage 
amount being calculated and inserted, while the percentage plus 
subtotal sign (=) results in the subtotal. Thus, for example: 


Ja Feb Mar 


Income from sales 
Maintenance assessment 
Net 


Mark the block, place the cursor on the Net line, and select 
Column math. 


Jan Feb Mar 
Income from sales 44,640.00 38,185.00 50,960.00 
Maintenance assessment - 3.5% 1,562.40 1,336.48 1,783.60 
Net 43,077.60 36,848.52 49,176.40 


The "- 3.5%" causes the percentage amount to be entered for 
each column, while "- 3.5% =" would produce the result after 
subtraction. 

SUMMARY: MULTIPLE COLUMN MATH 


- The columns must be aligned — use decimal tabs to help. 


- Mark all columns as one block with Ctrl-F5 at the upper 
left corner, and Ctrl-F6 at the lower right corner. 
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- The top row is treated as the "model line" for aligning 
the results. Be sure there are no blank column entries 


on this line. 


- Operators appearing to the left of the leftmost column of 


the marked block are treated as global operators, 


affecting all entries on their row. 


- Numbers in the marked block to the left of the leftmost 


column are global constants. A global constant can 


include an operator. No global constants are allowed on 


the "model line." 


- Answers are inserted on the cursor line, lined up with 


the model line. 


Row Math 


You can perform math across one or more rows of numbers. 


EXPENSES 
MON TUES WED THURS FRI TOTAL 
Hotel ) 
Meals | 
Taxi | 
Entertain. | 
| 


cursor in this column, for decimal place of result 


To perform math on a row, mark the columns with Ctrl-F5 
and Ctrl-F6, exactly as before. Then position the cursor in 
the column where you want the decimal place of the results, 


before selecting the Row math function. 
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EXPENSES 
MON . TUES WED  THURS- FRI TOTAL 
Hotel 92.00 92.00 95.50 95.50 95.50 470.50 
Meals 47.50. -39.00. 58.10 . 40.50 — 45.75 230.85 
Taxi 22.00 16.50 9.00 28.00 £5.20 
Entertain. 104.75 125.95 77.80 65.00 373.50 


Row math is signed addition only, unless operators are 
specified individually. There are no global operators and 
constants with row math. 


SCRATCH PAD. 


Row math is often useful for performing a quick calculation 
and inserting the answer within your text. Simply move your 
cursor to a blank line and enter the problem. Mark the line 
with Ctrl-F5 and Ctrl-F6, place the cursor anywhere you want 
the result inserted, and select Row math. Once you have the 
answer, you can delete the original numbers. 


In the example below, the area of the circle (pi times the 
radius squared) is typed in "scratch" space and the result 
inserted within the text. Then the scratch figures would be 
deleted. 


. The area of the circle is 15.2606510 


You can similarly mark any single column for math and place 
the cursor wherever you want the result before you invoke the 
math function. However, if the cursor is in the area directly 
above or below the marked block — even if it is many lines 
above or below the marked block — the result will be auto- 
matically aligned with the decimal place of the column. 


9-14 


MATH AND SORTING 


SUMMARY: ROW MATH 
- Mark one or more rows with Ctrl-F5 and Ctrl-F6. 


- For math with more than one row, place the cursor 
directly to the right (or left) of the marked block, in the 
column where you want the decimal point of the result. 


- For math involving a single row, the cursor can go 
on any line, in the column where you want the decimal 
place of the result. 


- There are no global operators in row math; addition is 
the default operation, other operators must be specified. 


Cross Footing 


Cross footing performs math on both rows and columns simul- 
taneously. Cross footing, by definition, is an addition process. 
Therefore, cross footing disregards all operators (like * 

and /.) 


Signed addition is performed on all numbers across rows and 
down columns, meaning that positive numbers are added, and 
negative numbers (preceded by a - or placed in parentheses) 
are subtracted. 
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EXPENSES 
MON TUES WED THURS FRI TOTAL 
Hotel . 92.00 92.00 95.50 95.50 95.50 
Meals 47.50 39.00 58.10 40.50 45.75 
Taxi 22.00 16.50 9.00 28.00 
Entertain. 104.75 125.95 77.80 65.00 
TOTAL 


cursor here | 


For cross footing, mark the block as before. Then position 
the cursor to the right of the rightmost column. The cursor 
must be in the column where you want the decimal place of 
the row totals, and on the line where you want the column 
totals. 


EXPENSES 
TOTAL 
Hotel 470.50 
Meals 230.85 
Taxi 75.50 
Entertain. 373.50 


TOTAL 161.50 235.75 296.05 222.80 234.25 1150.35 
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SUMMARY: CROSS FOOTING 
- Mark the columns as before, with Ctrl-F5 and Ctrl-F6. 
- Move the cursor to the right and below the marked 
block, to indicate both the decimal place for the row 


totals, and the line for the column totals. 


- Only signed addition is performed; — are not 
recognized. 


More Examples 


Here is another percentage problem: 


Item Quantity Unit price Amount 


#11-01 brackets 
#322-1 fasteners 
#2002A_ sleeves 


discount - 15% 
subtotal = 
tax 6% 


TOTAL 


This is a two-step problem: the row math is performed first, 
followed by the column math. 


First mark the Quantity and Unit Price columns with Ctrl-F5 
and Ctrl-F6, as shown. Move the cursor to the space below 
Amount, in the column where the decimal point should appear, 
and select Row math. 
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Then mark the column below Amount. Be sure to include the 
- 15% in the marked block so the discount can be correctly 
calculated. Place the cursor to the right of the TOTAL, and 


invoke column math. 


Item Quantity | Unit price 
411-01 brackets 6 9 24.97 
4322-1 fasteners 12 a 2.73 
#2002A_ sleeves 24 9 1.27 

discount 

subtotal 

tax 

TOTAL 


The final result looks like this: 


Item Quantity Unit price 
#11-01 brackets 6 3 24.97 
#322-1 fasteners 12 a 2.73 
#2002A_ sleeves 24 @ 1.27 

discount 

subtotal 

tax 

TOTAL 


Amount 


Amount 


149.82 
32.76 


30.48 


31.96 
181.10 


10.87 


191.97 
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The following analysis sheet similarly requires two steps to 
complete the 1985 Actual data. First mark the Units and 
Price columns, as shown below. Place the cursor in the 

in the decimal-point position of the Revenue column, and 
select Row math. 


BUDGET ANALYSIS - BY PRODUCT 
1985 Actual 
Units Revenue 
Product Price -000- -000- 


Large boxes 


Small boxes 


Extra sm. boxes 


Baskets 


TOTAL 


Then mark only the Units and Revenue columns — without 
including the multiplications operators (*) — and place the 
cursor on the TOTAL line before selecting column addition. 
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BUDGET ANALYSIS - 


Product 


Large boxes 


Small boxes 


Extra sm. boxes 


Baskets 


TOTAL 


Price 


99.535 


80.50 


T6.47 


65.50 


The result is shown below: 


BUDGET ANALYSIS - 


Product 


Large boxes 


Small boxes 


Extra sm. boxes 


Baskets 


TOTAL 


9-20 


Price 


99.53 


80.50 


76.47 


65.50 


BY PRODUCT <e 
1985 Actual 
Units Revenue 
-000- -000- 
* 


BY PRODUCT 
1985 Actual 
Units Revenue 
DEEST Lo 


Ns ME 5175.56 
eS 40 3220.00 
" y» 5/35.25 


* 190 12,445.00 
357 26,575.81 
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_In the final example, the use of a constant simplifies entering 
numbers that do not change. 


FIRST QUARTER BUDGET 
ADMINISTRATIVE EXPENSES 


JAN 


n 
m 
ES 
D> 
za 
ZEN 
e 


Operating supplies 
Postage 

Rent 

Equipment rentals 

Phone and utilities 
Repairs and maintenance 
Accounting and legal 
Insurance 

Dues and subscriptions 


TOTAL 


This entire sheet can be calculated in a single step. Be sure 
to include the constants in the marked block. Then move the 
cursor to the lower right, on the TOTAL line and at the right 
of the IQ column, and select Cross foot from the Math menu. 
Each constant will be propagated across its row automatically. 
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FIRST QUARTER BUDGET 
ADMINISTRATIVE EXPENSES 


JAN FEB MAR 19 

Operating supplies 2250 2500 2500 7250 
Postage 1250 1250 1250 1250 3750 
Rent 12000 12000 12000 12000 36000 
Equipment rentals 4585 4585 4585 13755 
Phone and utilities 3200 3500 4500 11200 
Repairs and maintenance 400 400 400 400 1200 
Accounting and legal 8500 10000 10000 28500 
Insurance 1300 1300 1300 1300 3900 
Dues and subscriptions 675 500 500 1675 
TOTAL 34160 36035 37035 107230 


Some Math Principles 


Note that the number of decimal places you enter is important, 
since it affects the number of decimal places in the result: 


4/3=1 4.0000 / 3 = 1.3333 


Numbers are carried internally with 15-place accuracy, and 
standard rounding is used to produce the number of decimal 
places you specify when you enter the number. Thus, for 
financial calculations, you .should enter two decimal places. 


An option in the Preferences Menu (Ctrl-F1; see Chapter 3) 
lets you determine the format of a division result that requires 
decimal places. If you divide two whole numbers and a 
decimal fraction results, you can elect to display the decimal 
fraction or round to whole numbers. If you ask for division 
decimals to be displayed, the result of 4 / 3 will be 1.33; if 
you choose no division decimals, the result will be 1. In 
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either case, you can override this choice at any time by 
entering a larger number of decimal places: 


4.0000 / 3 = 1.3333 


Note also the other rules that apply for numbers. A number 
is defined as a group of digits that may or may not include a 
decimal point, comma, parentheses, or sign, and that is always 
bounded by a space on either side. 


Another rule affects global operators. A global operator is any 
operator to the left of the leftmost column in a block marked 
for column math. You can override a global operator for a 
given column by including a local operator for that column. 


One convenient way to handle work you do frequently is to 
prepare a form in which the operators are contained in a 
column of their own. You can then fill in new numbers 
whenever necessary. Thus any page or table of numbers can 
be re-used as a form for subsequent data; the expense report 
example above, for example, might be reused weekly, with 
new numbers entered and new calculation of results. 


Any time an answer is to be inserted in a space that already 
contains a number, the number in that position will be 
completely deleted, and the result inserted. This feature is 
provided as a convenience, to make it easier to use an old 
document as a form to be filled in with new numbers. 


Be sure also to have a layout or style sheet that includes 
decimal tabs if you enter numbers frequently. 


Printing Your Math 


Volkswriter 3 includes two special printing commands that 
affect the printing of documents with columns of numbers and 
operators. 


9-23 


VOLKSWRITER 3 


These commands are .HIDEMATH and .SHOWMATH. They 
are placed in your text like other embedded commands (see 
Chapter 7), with the two dots in Columns 1 and 2, followed 
immediately by the command. 


When you print your document, math operators that follow a 
.HIDEMATH will not be printed, provided that the symbols 
have a space on either side. (To use the - sign to indicate a 
negative number, rather than a subtraction process, place it 
right next to the number, with no intervening space.) 


This feature makes it possible for you to print out the results 
of your computation without having the operators +, -, * s 
and = printed. Note that the x, X, and @ symbol, paren- 
theses, and - used as a minus sign (next to a number, with no 
intervening space), wil remain. If you do not use 
.HIDEMATH, all operators will be printed. 


Decimal Tabs 


Volkswriter allows you to set decimal tab stops on the ruler 
line. To set a decimal tab, change the ruler line by pressing 
F9 and then T to reach the Tabs and Margins Menu. Move 
the cursor to the column where you want a decimal tab, and 
press the "." key. 


When you tab to a decimal tab position, the message "Decimal 
Tab" appears on the status line. Numbers you enter appear to 
the left of the cursor. When you enter the decimal point, a 
space or a closing parenthesis (or any non-numeric character), 
it appears at the cursor position, and additional numbers or 
characters are then entered to the right. This permits you to 
align numbers that do not include a decimal point with others 
that do, such as : 

30 

244.50 
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The Preference Menu (Ctrl-F1) allows you to specify what 
character you want for the decimal place. Thus calculations 
can be performed in the European format, where a "." is used 


to mark thousands, and a "," is used as the decimal point. 


A decimal tab works like a conventional tab stop if you enter 
letters instead of numbers. So if you tab to a decimal tab 
stop and begin typing words, they will be entered normally. 
You can also "release" a decimal tab without entering numbers 
by pressing the spacebar. 


Sorting 


The Sort function lets you sort lines in ascending or descend- 
ing alphabetic or numeric order. 


Use the column markers to mark the lines you want to sort. 
The sort is on the leftmost column that you mark, and affects 
whole lines. After marking the lines, press Ctrl-F9, and 
indicate whether you want an ascending sort (smallest to 
largest, A to Z), or a descending sort (largest to smallest, Z 
to A). 


For example: 


With the Item column marked, the sort is alphabetical; the list 
below was sorted in ascending order. 
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Item Price 
Apples 5.31 
Grapefruit 5.05 
Oranges 4.76 
Papaya Ps 
Peaches 35.89 
Pears 5.25 


If the Price column is marked instead of the item column, the 
list is sorted by price, again in ascending or descending order. 
Here is our list sorted by price, in descending order: 


Item Price 
Papaya {429 
Pears 5.25 
Grapefruit 5.05 
Oranges 4.76 
Peaches 3.89 
Apples 3.31 


You must make sure that your column includes the entire field 
you want used as the basis for sorting. The sort affects whole 
lines, so, in our example, each item and its price are moved 
together. 


Here is part of a mailing list prepared for use with Text- 
Merge, sorted alphabetically by last name. IMPORTANT: To 
use the sort function with a Textmerge list, the last names (or 
Zip Codes, or whatever is used as the basis for the n must 
be aligned in columns, as in this example: 
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Anne ,05 Fern Road ,Kansas City ,MO ,34567 
David ,101 Main St. ,Twinoaks ,MI ,56789 
Susan ,93 Park Drive ,Chicago ,IL ,66666 
William ,881 S. First ,Atlanta ,GA ,45678 


To sort this list by Zip Code, mark the upper left corner of 
the Zip Code column with Ctrl-F5. Then place the end- 
column marker at the lower right corner of the column, on the 
last line you want included in your sort. The resulting box 
must include all characters that are to be used in determining 
the sequence. The sort is case-insensitive, meaning that letters 
can be capitalized or iower-case. You may sort up to 32,000 
lines. 


Alphabetical sorting is not sensitive to case. To repeat: all 
sorting is based on position, so that entries must be aligned in 
a column to sort correctly. Entering numbers at a decimal tab 
position can help ensure correct alignment for sorting. 
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CHAPTER 10 
The Utilities 


To reach the Utilities Menu, select U from the Main Menu. 
The utilities allow you to enter commands from the DOS 
command line, and to perform several kinds of file conver- 


sions. 


Figure 10-1. Utilities Menu. 
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If you have a document currently in memory, it will be lost 
when you go to the Utilities Menu. You will be warned if 
you have made any editing changes so you can store the 
document first. 


Follow the on-screen prompts when you use a utility. If you 
encounter difficulty running the utilities programs, it may be 
because of insufficient RAM. Note also that the Utilities do 
not run under TopView. See Appendix E. 


DOS Commands 


Option A, the DOS command-line utility, allows you to 
suspend operation of Volkswriter so you can enter commands 
from DOS. The normal DOS programs, such as COPY and 
TYPE can be invoked from the command line. On a two- 
diskette system you will have to insert your DOS diskette in 
Drive A before you can invoke some commands, like 
CHKDSK or FORMAT. 


Some programs will not run while Volkswriter is resident in 
RAM. Run the DOS CHKDSK program if you want to see 
how much RAM memory is available for programs. 


When you are ready to return to Volkswriter, enter the 
command EXIT from DOS. You will be returned to the 
Volkswriter Main Menu. 


IMPORTANT: Some programs should NOT be run after you 
access the DOS command line from Volkswriter. These are 
programs such as the DOS PRINT and MODE commands that 
become resident in memory after they are invoked. This 
category includes most desktop accessory programs. Load these 
programs before you start Volkswriter. You can, however, run 
these programs via the DOS utility if you want to change a 
parameter, provided they were already resident when you 
started Volkswriter. 
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Volkswriter - DCA RFT 


Options B and C on the Utilities Menu allow you to convert 
between Volkswriter 3 files and IBM's DCA RFT (Document 
Content Architecture, Revisable Form Text). Option B con- 
verts an RFT document to Volkswriter file format, and Option 
C converts a Volkswriter document to RFT. 


When you select either of these utilities, you are asked for the 
name of the source file. In both cases, you must supply the 
exact source file name, including its extension, if any. This 
file must be in the current directory. 


When prompted for the output file name, you may enter a 
name or just press Enter. If you do not give an output file 
name, the name of the source file is used for the output file, 
with the extension .RF, if you are converting to RFT, or the 
extension .VW if you are converting to Volkswriter format. 


The utilities are designed to provide accurate conversion, 
preserving as much as possible of any special layouts and 
special effects that are part of the original document. Layout 
conversion is handled as follows: 


Converting from DCA RFT to Volkswriter, the DCA RFT 
Document Format becomes the Volkswriter Layout 1. The 
DCA RFT Alternate Format becomes Volkswriter's Layout 2. 
Any subsequent embedded format changes are stored in addi- 
tional Volkswriter layouts, up to a total of 15 unique layouts. 


Converting from Volkswriter to DCA RFT, the Layout 1 
becomes the DCA RFT Document Format, and the second lay- 
out used in the document becomes the Alternate Format. 
Subsequent layouts commands are converted to embedded RFT 
DCA formats. 


(For more information on DCA RFT format, see JBM Docu- 


ment Content Architecture: Revisable Form Text Reference, 
IBM publication number SC23-0758-0.) 
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Volkswriter - Wordstar 


Utility Menu options D and E perform file conversions 
between Volkswriter 3 files and Wordstar files. Option D 
converts Volkswriter files to Wordstar format, and Option E 
converts Wordstar files to Volkswriter (ASCII) format. 


When you select either of these options you are prompted for 
a source file name. You must supply the exact source file 
name, including extension, if any. 


When prompted for the output file, you may specify any 
output file name you want. If you do not specify an output 
file name, the source file name will be used, with the 
extension .VW if you are converting to Volkswriter format, or 
.WS if you are converting to Wordstar. 


When converting from Wordstar to Volkswriter, the following 
translations occur: 


PA becomes ..PAGE 

.CP becomes ..PAGE 

.PN n becomes ..PGNOn 

Unrecognized dot commands become ..WScommand (a com- 
ment line in Volkswriter), 

Ctrl-Q, Ctrl-W, Ctrl-E, Ctrl-R become Fonts 1 through 4, 
respectively. 


When converting from Volkswriter to Wordstar, these transla- 
tions occur: 


PAGE becomes .PA 

..PGNOn becomes .PN n 

..WScommand becomes .command 

Fonts 1 through 4 become Ctrl-Q, Ctrl-W, Ctrl-E, Ctrl-R, 
respectively. 
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In both conversions, the following special effects are preserved: 
boldface* 
shadowprint* 
underlining 
subscripts and superscripts 
strikethrough 
soft hyphens 
hard and soft carriage returns. 


(*Volkswriter and Wordstar use these terms differently. The 
conversion process takes this into account, preserving the 
printed effect.) 


Editing the Spelling Dictionary 


You add words to your personal dictionary using the U option 
in the Spelling Menu. This dictionary can accommodate over 
2,900 words, probably more than you will need. However, 
since it is possible to fill up this dictionary, and since you 
may decide you have added words you do not need, a special 
utility program is provided to allow you to edit your personal 
dictionary. 


Option F of the Utilities Menu allows you to convert your 
current personal dictionary into a text file, which you then can 
edit like any other document with Volkswriter 3. Option G 
lets you take the text file after you edit it and convert it into 
your personal dictionary. 


To revise your existing personal dictionary, use option F to 
convert it to a text file. This text file will be named 
PERSONAL.LEX. You can then retrieve this file with Volks- 
writer and edit the list as you want. Store this file after 
editing, and then use Utilities Menu option G to convert your 
edited list back into a user dictionary. 
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An alternative is to take an existing word list you want to use 
as your spelling dictionary. The words must be listed one per 
line, with no more than 2,500 words. Make a copy under the 
file name PERSONAL.LEX, and then use option G in the 
Utilities Menu to convert the list into your user dictionary. 
No entries beginning ".." are allowed in this file. 


NOTE: After creating a new dictionary file with option G, 
Volkswriter will re-initialize the spelling verification program. 
Any words you have added to the temporary cache dictionary 
with the A option of the Spelling Menu will be lost during 
this re-initialization. 


Editing the Hyphenation Dictionary 


On rare occasions you may need to specify a change in the 
way a word is hyphenated. You may have a special word 
used as a product name, for example, that is not hyphenated 
as you want it. Such words are handled through the hyphena- 
tion exception dictionary. 


Options H and I from the Utilities Menu allows you to edit 
this hyphenation exception dictionary. 


First use Option H to convert the existing hyphenation 
exception dictionary into a regular text file. Use Volkswriter 
to retrieve this file — it is named HYPHEN.LEX. 


Hyphenation points are indicated in this file with an exclama- 
tion mark. If the word you want to change already exists in 
this dictionary, delete the exclamation mark at the hyphenation 
. point you do not like, and insert an exclamation point where 
you want it. 


If the word is not in the dictionary, add it, with one or more 


exclamation marks indicating the hyphenation points you want. 
NOTE: you must insert any new words into the list in alpha- 


10-6 


UTILITIES 


betical order. No "." entries are allowed in this file. Do not 
try to sort the list into alphabetical order with the Volkswriter 
sort function, because the exclamation points will interfere. 


Finally, store your revised dictionary, and then use Utilities 
Menu option I to convert it back to the form used by the 
program. 


File Import and Export 


The last two options on the Utilities Menu provide a means of 
"importing" a document to Volkswriter 3, and "exporting" an 
absolutely plain file. Option J lets you import an ASCII file 
as a Volkswriter 3 file, and Option K exports an absolutely 
plain ASCII file. 


When you select J, you will be prompted for the name of the 
ASCII file you want to import. This should be a plain text 
file, probably one created with other software. 


Volkswriter 3 will retrieve the file and add its standard 
formatting information: paragraph-end symbols will be 
inserted; tab characters (if any) will be expanded, and the 
ruler line will have tab stops at the standard (DOS) interval of 
8 spaces; the right margin will be set to match the longest line 
of the original file; automatic reformatting and hyphenation 
will be turned off; special-effect markers will be turned on; 
and the document, when you store it, will have layout infor- 
mation stored with it. 


Option K takes a Volkswriter 3 file and strips out all special 
characters and formatting information, leaving a plain ASCII 
text file. All characters below ASCII 32 are deleted, and all 
Volkswriter embedded. commands (.. commands) are removed. 


Note the differences between exporting a file with this utility 
and storing a DOS file (see Chapter 8): a Volkswriter DOS 
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file can include characters between ASCII decimal 32. In 
addition, it can include embedded (..) commands, except that 
layout change information, normally stored as ..LAYOUT 
instructions, is deleted. Thus DOS file mode is more useful 
for many programming applications, which make use of the 
ASCII control codes below decimal 32. 
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lextmerge 


TextMerge is a powerful program that gives you the ability to 
create form letters tailored to each individual on your mailing 
list, or to print envelopes or l-up mailing labels from a master 
list. You establish one or more "merge files" in which you 
keep your mailing list(s), and then create a "base document" 
whenever you want to send a form letter. 


The general principle is very simple. You write your form 
letter (the "base document") exactly as you want it to read in 
finished form. In place of actual names and addresses, 
however, you use variable names. 


TextMerge will substitute actual names and addresses from 
your mailing list ("merge file") in place of the variables. It will 
reformat the entire letter to account for the space required by 
each variable, and then print the letter. You may use all 
Volkswriter 3 enhancements, such as special fonts and 
embedded commands, in your base document. 


You can use Volkswriter 3's Sort function to arrange your list 
in alphabetical order, or zip code order, or any other sequence 
you want. Be sure to align your entries in columns, as 
described in this chapter, if you want to sort. 
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A Sample TextMerge Session 


The best way to get acquainted with TextMerge is to try it. 
Your Volkswriter 3 Tutorial disk contains three sample files 
that illustrate how TextMerge works. 


LETTER.TMG a base document, in this case a form letter, 


LIST. TMG a merge file (mailing list) with names and 
addresses, 


LABEL.TMG a second base document, to show you how 
you can print mailing labels from the same 
mailing list. 


You can retrieve any of these files if you want to see them. 
The file names used here are arbitrary; the extensions suggest 
the function of each file, and thus are convenient, but you are 
free to name your own files as you want to. 


Here is how to run TextMerge using these files. 


1. Turn your printer on. 


You should have printed conventional documents with 
Volkswriter 3 before attempting to use TextMerge. 


2. Put your Volkswriter Tutorials/Utilities diskette in Drive B. 


With a hard disk system, your tutorial files should be in 
the same directory as your Volkswriter 3 program files. Or 
you can access the TextMerge files by inserting the Tutorial 
diskette in the Drive A, the diskette drive. In the steps 
that follow, change the drive specification if necessary for 
your hard disk system. 


TÅ 


TEXTMERGE 


3. Start up Volkswriter 3, and choose option T from the Main 
Menu. 


4. At the prompt ' 
file name. 


enter the appropriate 


For the sample files, you would enter: 
B:LETTER.TMG 


5. At the prompt "MERGE LIST:", enter the drive and name 
of the file containing the names and addresses: 


In our example, enter: | M y TXT ( Ix. Dase) 


B:LIST.TMG 


6. At the prompt asking "ALL? (Y/N)", reply Y. 


Volkswriter will proceed to print one letter for each 
name/address in the merge file. 


Try the exercise again, merging base document LABEL.TMG 
with LIST. TMG, to see how a name-and-address list can be 


printed in a completely different format to produce mailing 
labels. 


What Each Sample File Does 


LETTER.TMG: THE BASE DOCUMENT 


Here is what the sample base document looks like. Notice that 
each variable is in the form of a name, preceded by a reverse 
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slash (\). In creating your own file, you are free to choose 
names you want for the variables, but they must start with the 
reverse slash. IMPORTANT: Be sure your left margin is set 
for Column 1. 


.- file\lastnm\firstnm\address\city\state\zip\phone 
\firstnm \lastnm 

\address 

\city, \state \zip 


Dear \firstnm: 

I am delighted to hear that you will be joining us for 
our annual meeting. I am certain that you will enjoy 
the event. 

I have tried to telephone you, \firstnm, to determine 
how many of the \lastnms will be coming with you. 


Please give us a call so we may reserve enough seats. 


Let me know if you need help with travel arrange- 
ments from \city. 


Sincerely yours, 


George Hanson 
Vice-President 
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The first line of the base document is a ..FILE command. It 
gives a name to each of the variables in the merge file 
(mailing list): 


Mastnm — the last name 
\firstnm — the first name 
\address — the address 

\city — the city 

\state — the state 

\zip — the zip code 

\phone — the telephone number. 


The ..FILE does not print, but it is used to connect the two 
files. What the ..FILE command does is to say, in effect, "the 
first variable in the merge file will be referred to in this base 
document as \lastnm; the second variable in the merge file 
will be referred to in this base document as \firstnm;" and so 
on for each of the variables. You can change the name you 
give for each variable from one base document to another, so 
long as you identify them consistently within each base 
document. 


Note that \firstnm is used several times in the sample base 
document, while \phone is not used at all. Since the phone 
number is present in the mailing list file, its presence must be 
indicated by the \phone entry in the ..FILE line. 


Note also that \firstnm is followed by a colon, and \lastnm is 
followed by an "s" in the body of the letter, as desired. In 
addition, the variables can occur within the document in a 
different order than in the ..FILE statement, as they do here. 


IMPORTANT: You must end each paragraph or short line by 
pressing Enter, to insert a paragraph-end symbol. Be sure to 
use Ctrl-F3 to turn on special effect markers to check for 
these symbols. 
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THE MERGE FILE 
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The LIST.TMG file holds the mailing list. All information for 
every person on the list must be contained in one line in this 
file. There is a maximum length of 250 characters for all 
information about one person, including commas and spaces. 
To prepare a file in this layout, simply set the margins far 
enough to the right to accommodate all information. 


Within LIST.TMG, each variable is separated from the next by 
a comma. In the sample file above we have used tabs for all 
entries except the last. The leading and trailing blanks in a 
field will be ignored, whether or not they are enclosed in 
quotes, and the tab stops make it easy to see and verify data 
as you enter it. Starting each entry with a comma makes it 
easy to see if any have been forgotten. With tabbed entries, it 
also becomes possible to sort your file alphabetically, by Zip 
Code, or in some other order (see Chapter 9). 


The final entry, not aligned in columns, is equally valid, and 
will save space on the line and in your file, if these are 
important to you. However, you can only sort this list on 
Column 1. 


The examples illustrate some of the fine points of TextMerge: 


John Clark has exactly seven variables, separated by 
commas. This is the simplest example. 


Jeff Stone illustrates how to use multiple lines within a 
variable, in this case an address: wherever you want 
the resulting text to continue on a succeeding line, use 
a X (reverse slash) in the middle of a variable in the 
merge file. Thus, "Apt. 3G" will appear on a second 
address line. 


Richard Zuckerman illustrates how you may enter a 
variable with nothing in it. His small post office 
requires no address, so you simply indicate an empty 
field by placing the comma where the missing variable 
would normally be. If the resulting text would be a 
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blank line, Volkswriter will omit the line altogether, as 
long as the variable starts in Column 1 of the base 
document. In this example, \address starts in Column 
1 of the base document, so the line is skipped. 


Also notice that, although there is no phone number, 
its absence still must be indicated by a comma at the 
end of his entry. 


Ann Willis Smith shows how to use a comma as part 
of a variable. By enclosing the variable in quotation 
marks, all text within them, including commas, is 
treated as a single variable by Volkswriter. You may 
use single or double quotes, as you prefer; if using 
double quotes, then you may insert single quotes within 
the variable, and vice versa. 


Leslie O'Donnell shows how a name or word that has 
an apostrophe should be surrounded by double quotes. 


Phil Weinberg uses quotation marks around his 
apartment number — 19 "K". Thus the whole field 
needs to have single quotes around it. 


LABEL.TMG: ANOTHER BASE DOCUMENT 


.-file\lastname\firstname\address\city\state\zip\phone 
\firstname \lastname 

\address 

\city, \state \zip 


This base document is set up to use exactly the same merge 
file, LIST.TMG. Note how we have used different variable 
names just to show that it makes no difference what names 
are used within each base document. The variable names are 
matched with variables in your list based on position only. 


TEXTMERGE 


This file, merged with your mailing list, will produce standard 
mailing labels. You must be sure that the appropriate style 
sheet file will be automatically associated with this file, unless 
it has its own layout information stored with it. 


The layout must indicate that Line 1l is the first text line. It 
must also set an appropriate "page length" for the label size. 


Helpful Hint: To determine the number of lines per page 
for a label, measure from the top of one label to the top 
of the next and multiply by the lines per inch. Thus, for 
example, a distance of 2 inches from one label top to the 
next would normally require a page length of 12 lines (6 

lines per inch x 2 inches). 


Preparing TextMerge Files 


The examples above should help you when you are ready to 
create your own TextMerge files. Most cases involve creating 
a master mailing list merge file, and using it with one or more 
base document files that may change over time. The mailing 
list can, of course, be expanded and edited to keep it up to 
date. 


THE MERGE FILE 


Since this is your master list, it is worth spending some time 
planning what you will need to include in this file. A little 
planning now can help you avoid the need to add new vari- 
ables to the merge file later, when all your existing entries 
would have to be updated. For example, our sample file 
included a field for telephone number, but if you do not 
expect to need telephone number data, you might choose to 
omit that variable to save time and space. 
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You might decide you need to add fields. Including the first 
name and last name as separate variables allows you to address 
your recipients as "Dear (firstname)". However, if you want to 
be able to use the form "Dear Mrs. (lastname)" you will need 
to add a variable to specify whether it is to be Mr., Mrs., 
Miss, or Ms. This variable would also allow you to accommo- 
date other titles, such as Dr., Prof., Senator, so you might 
name this variable \title. 


You might also choose to include other fields, even some that 
are never printed. For example, you might need to include 
the date each entry was recorded as part of the record. 


Remember that each "record" must fit on one line of no more 
than 250 characters. You can make the job of entering the 
data much simpler by planning the size of each field in 
advance, and changing your layout to have a tab stop for each 
one. As noted earlier, TextMerge ignores any extra spaces at 
the beginning and end of a variable, so you can simply tab 
over to the beginning of the next field, and start it with a 
comma. 


Note also that, depending on where your right margin is, and 
depending on your printer, you probably will not be able to 
print out your merge file because of its long lines. 


Helpful Hint: If you work with this file often, you can 
make up a dummy document containing only commas in 
the appropriate columns — each comma should be one 
column before each tab stop. You can then read in this 
file using Alt-F2 and tab to each position for entering. 
data, without having to remember to add the comma for 
each field. Insert must be off when you use this method. 


Another hint: It may be helpful if the first line of your 
merge file contains the same information as a ..FILE 
command. This is not required in this file, but can help 
you when you need to edit or add new information. In 
the merge file, start this line with two periods and then list 
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the variables (omit the word "FILE"); Volkswriter will treat 
it as a comment line to be ignored, instead of printing it. 


Once you have your margins and layout established, you enter 
each line as shown in the example. Be sure that a comma 
separates each variable, whether it contains data for that entry 
or not. 


Do not try to embed printer commands in the merge file; they 
wil be ignored. This includes ..END, which can not be used 
to stop printing. 


If you have entered all the information for your mailing list 
aligned by column, you can sort the list automatically (see 
Chapter 9). 


THE BASE DOCUMENT 


When you create a base document that will be merged with 
your list, you may use any of the variables in the list as often 
as you want. You need not use all the variables, and they 
need not appear in the order of the merge list, as our sample 
illustrated. i 


The first line of this file must be the ..FILE command. The 
specific names you assign need not be consistent from one 
base document to another; what is important is that the name 
you assign to each variable on this line agree with the name 
you use in the body of the document. The ..FILE command 
must fit on one line. 

Other ground rules for the ..FILE command are 

m the two periods (. .) must be in Columns 1 and 2, 


m no spaces are allowed anywhere on the line, 
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m a backslash must appear before each variable name (NOTE: 
do not confuse the backslash \ with a forward slash /), 


m there must be one variable name for every field in your 


merge file (whether or not you use that variable here in the 


base document), 


w you must end the line with a paragraph-end symbol (press 
Enter), 


m you may not have more than 20 characters in a variable 
name, or more than 40 fields (variables) in a record. 


Be sure to keep the left margin in your ruler line set for 
Column 1. Use the left border margin options in the Docu- 
ment Options Menu (F9) if you want to reposition your 
printed text on the page. 


NOTE: You may use ..PRINTfilename commands in the base 
document, but variable substitutions are allowed only in the 
base document itself. For example, if the file specified in 

"filename" includes a Mastnm variable, the printed copy will 
contain the expression "Mastnm" with no substitution. 


If You Have Problems 


If TextMerge does not work the first time out, don't despair! 
There are a lot of things to remember. Check each line of 
the list file and merge file for obvious errors. Among the 
most common problems are 


m Forgetting to put a comma between fields, whether the field 


contains data or not, in the merge file. 
m Leaving a space between fields in the ..FILE command, or 


between ..FILE and the first field. Or placing the 
..FILE line somewhere after the first line of the document. 
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m Entering the files in the wrong order after entering T at 
the Main Menu. The first file to enter is the base 
document, and the second file is the merge list file. 


If you are still having a problem, consult Appendix H. 


TextMerge Options 


PRINTING ONLY PART OF A LIST 


If you do not wish to print a personalized letter or label for 
every record in your merge file, answer the "ALL? (Y/N)" 
with N (No). At this point you will be asked "Starting with 
letter number?" Enter the number of the merge file entry 
where you wish to begin; this will be the line number of that 
entry. 


Helpful Hint: If you need to do a mailing to only a 
selected portion of your list, the best way is to create a 
subset of your list as a separate file. For example, if you 
want to do a mailing to everyone with a Zip Code starting 
with a 2 (2xxxx), first sort your file by Zip Code (see 
Chapter 9). Block off the group with the right Zip Codes, 
and Store it as a separate file with Ctrl-F10. Then use that 
file as your merge list. 


COMPATIBILITY WITH OTHER SOFTWARE 


Most database programs, such as dBasell and dBasellI, have an 
option to write a file in ASCII format (in dBase, this is 
known as TXT format), in which every variable is surrounded 
in quotes and separated by commas. This format is also 
known as "CBASIC" format and is perfectly compatible with 
the format required by Volkswriter's TextMerge. 
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TextMerge can easily be integrated with mainframe software. 
Just place quotes around each field and a comma between 
them. Fields can be of fixed length, since TextMerge ignores 
leading and trailing blanks. 
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CHAPTER 12 


International and 
Scientific Applications 


Volkswriter 3 comes ready to write text in English, German, 
French, Italian and Spanish. Its built-in special character 
capability provides easy access to the special symbols required 
for multilingual, engineering and scientific text processing. 


The Standard Keyboard Arrangement (Fig. 12-1) shows the 
letters with accents and other special symbols that are available 
with no special modification. If you need other characters or 
symbols, or if you want to change the key assignments, 
Volkswriter 3 gives you the tools to do so. 


Note that there are two separate processes involved in using 
special characters in your work. The first is translating your 
keystrokes into the right character on your screen. It takes an 
additional step to get the character you see on your screen to 
print out on your printer — if that is possible at all! We'll 
consider the keyboard and printer separately in this chapter. 


The Standard Keyboard Arrangement 


Volkswriter 3 comes with the keyboard arrangement shown in 
Fig. 12-1 already "built in." This table shows the relationship 
between the character you type and what is displayed on the 
screen. Used with the Alt key, the left hand side of the 
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keyboard displays the five vowels with all possible accents and 
umlauts. The right hand side gives you foreign currency and 
the remaining language-specific characters. 


To use the special letters, simply hold down the Alt key while 
you press the appropriate alphanumeric key — 0 through 9 or 
A through Z. 


Adi nie 1.3.2 2*5 GcJT7- 8-9 
gives @ e 1-0 -ü LR Hh f X 
Alt plu: QW E R T T HU I OO P 

gives d D—1 6 Ud Fog t mn- Ww 
Alt.plus; A 5 D. F- O H J K L 

gives: à è Hoods d A ho (0. d 
Alt: plus: Z X. C W B N M 

pwes dq 6 1 O- ü TOR 


Figure 12-1. Volkswriter's standard keyboard arrangement. 


Experiment with the Alt key combinations shown; if you get 
the results you want, you will not need to redefine your 
keyboard. You have taken care of the first part of the 
process — getting the characters you want on your display — 
and you can skip to the section TEETAN Characters For 
The Printer." 


Before you start redefining your keyboard, here are a few 
things to keep in mind. The only characters you can produce 
on the screen are those of the IBM PC-DOS character set 
shown in the Character Set Quick Reference chart in Appendix 
D. Special characters from this set that you need only 
occasionally can be entered from the numeric keypad. Simply 
hold down the Alt key and enter the decimal ASCII code from 
the keypad (some computers require you to enter the ASCII 
number as exactly three digits — AIt-009 for the Tab charac- 
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ter, for instance). Thus you always have access to all 256 
symbols in the IBM standard character set. 


Keyboard Redefinition 


If you need to, you are free to redefine the key assignments 
shown in the Standard Keyboard Arrangement chart. In fact, 
you are free to redefine most of the keys on your keyboard. 
The keys you can redefine are the character keys and punctu- 
ation, and the number keys along the top row of your key- 
board; plus the Alt key used with A to Z and O to 9. To 
understand how this is possible, some background information 
on how your computer handles the keyboard is necessary. 


When you press a key on the keyboard, a "scan code," indicat- 
ing the position of the key which you pressed, is sent to your 
computer. There it is interpreted into an ASCII character, and 
that character is displayed. For example, the letter A 
(uppercase) gets translated into an ASCII decimal 65. (ASCII 
stands for American Standard Code for Information Inter- 
change.) 


That A you typed is stored on a disk file in the same form, 
as an ASCII 65. When it comes time to print the document, 
the 65 is sent to your printer, which recognizes it as an A and 
prints the appropriate letter. 


For every letter in the alphabet, there is a corresponding 
ASCII code. These codes have been standardized worldwide 
for the English alphabet A-Z and a-z, numerals 0-9, and some 
punctuation. However, there is no universally recognized 
standard for representing other European language characters, 
such as letters with accents. 


The universally recognized ASCII codes are those from 32 to 
127, the normally printable portion of the left panel of the 

Character Set Reference Chart (see Appendix D). The right 
side of the chart contains the "Upper ASCII" codes, from 128 
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to 255. Those shown here are the IBM standard characters; 
note that this includes the accented vowels required for 
European languages. Unfortunately the upper ASCII codes are 
not universal standards, and some manufacturers have assigned 
completely different codes for accented characters and other 
special symbols; some do not support the upper ASCII charac- 
ters at all. 


To further complicate matters, different European countries 
have different keyboard layouts, tailored to each language. For 
example, the French keyboard uses the ASERTY key layout, 
and uses uppercase for the numbers 1 through 9, while most 
other languages use the QWERTY layout, with the numerals all 
lowercase. International versions of IBM's PC-DOS include 
keyboard assignment programs for each of the major European 
languages. These are fully compatible with Volkswriter's 
keyboard assignment capability. 


The Keyboard Translation Table 


Volkswriter 3 accomplishes its special-character capability by 
means of a keyboard translation table. A keyboard translation 
table examines the scan codes for each of your keystrokes as 
you type. If the scan code represents a key defined in the 
keyboard translation table, the keystroke is translated to display 
the character given in the table. Volkswriter comes with a 
standard keyboard translation table that produces the Alt key 
assignment shown in the chart. 


The table can be modified to reassign any of the regular keys, 
as well as the Alt key combinations, in any way you choose. It 
is entirely possible that you might need several different 
translation tables in your work. One, for technical papers, 
might assign the Alt-letter combinations to Greek characters, 
and Alt-numeral could represent special symbols like the 
plus-or-minus and square-root signs. In addition, you might 
have several foreign language translation tables to provide 
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convenient access to the accented vowels for each language, or 
you might want to assign line-drawing characters to the 
keyboard. 


Volkswriter 3 lets you specify the appropriate translation table 
using the filename extension. You may keep a file by the 
name KEYBD.xxx on any data disk. Whenever you retrieve or 
create a file with Volkswriter, it looks in the data disk to see 
if there is a KEYBD file whose extension matches the exten- 
sion of the file being retrieved or created. If so, this file is 
used as the keyboard table for that document. 


If Volkswriter doesn't find a matching KEYBD.xxx file on the 
data diskette, it will look for the universal translation table 
KEYBD.INT on its program disk (which must be in the 
default driveJ. It is the KEYBD.INT table that provides the 
definition of thé Alt-character key combinations shown in the 
Standard Keyboard Arrangement. Thus this key assignment 
will be in effect if you have not invoked a different table 
that matches the filename extension of your current file. If 
Volkswriter does not find KEYBD.INT, then no special key 
assignments will be active. 


With this mechanism, you can have a keyboard translation 
table associated with all documents whose extensions match, 
such as KEYBD.TXT for all .TXT files, KEYBD.FRN for all 
.FRN files, and so on. 


How To Customize a 
Keyboard Translation Table 


Let's look at the keyboard translation table (Fig. 12-2). Notice 
that it consists of four lines, each containing exactly 36 
characters. The four lines are divided into two pairs: Lines 1 
and 2 contain information for translating the normal alphan- 
umeric keys (without Alt). These two lines are filled with 
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periods, which act as placeholders, indicating that no 
translation of the normal alphanumeric keys occurs via this 
tabe. 


Figure 12-2. Keyboard Translation Table (KEYBD.INT). 


Lines 3 and 4 contain the translations for the alphanumeric 
keys used with Alt. Line 3 contains the Extended ASCII code 
for the keystroke, Alt-plus-character (see Figure 12-4). 
Directly below each symbol is the translation — the symbol 
that is to be displayed when that Alt-character combination is 
pressed. 


Column 1 is special. It tells Volkswriter how many character 
translations occur on that line. Since none occur on Lines 1 
and 2, Column 1 of these two lines is a null (ASCII 0, which 
displays as a blank). There are 35 translations on Lines 3 and 
4, so these lines both begin with the ASCII form of 35, the # 
symbol. 


Any special character (from the PC-DOS Character Set) that 
you want to be able to display can be entered in this table in 
the form shown: the Extended ASCII code for the keystroke 
is in the upper line of each pair, and the character that you 
want to be displayed appears directly below it. Here's how to 
modify this table: 


12-6 


INTERNATIONAL AND SCIENTIFIC 


1. Decide what changes you want to make to the standard 
table. 


You can redefine any key in the main keyboard (1-9, A-Z 
and all the special character keys). You can also redefine 
any of the "Extended ASCII" codes not used by Volks- 
writer, namely the Alt key used with the letters A-Z and 
the numbers 0-9. 


Use the Character Set Reference Chart to guide you in 
your selection of codes. The Extended ASCII codes are 
listed in Figure 12-4. 


2. Retrieve file KEYBD.INT from your Volkswriter 3 Program 
diskette. 


You will see four lines of unusual symbols, like Figure 
12-2. This is the keyboard translation table. For this 
example, we will name our keyboard translation table 
KEYBD.TST. 


3. Exit with AIt-F10 and store the file on your DATA dis- 
kette, usually in Drive B, by specifying the name 
B:KEYBD.TST. 


You now have copied the standard table onto the data disk. 
4. Choose E from the Main Menu to return to the file in 
memory. 
The procedure you follow from here depends on whether you 


are redefining one of the standard alphanumeric keys used 
alone, or used with the Alt key. 
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REDEFINING THE STANDARD CHARACTER KEYS 


The alphanumeric keys used alone, without Alt, are defined in 
the first two lines of the table. These two lines in 
KEYBD.INT contain only periods, indicating that no translation 
occurs: these keys are displayed exactly as shown on the 
keyboard. You may want to redefine one or more of them, 
for example, to replace a symbol you rarely use with one you 
need frequently. 


IMPORTANT: While editing the translation table, do not use 
the Insert, Delete, Enter keys, or the Spacebar; use the 
cursor-movement keys only to move about. Each line must 
remain exactly the same length after editing. Use DOS mode, 
or turn off auto-reformatting and turn on special effects 
markers. If you make a mistake while revising a table, you 
can always exit with Alt-F10 and retrieve a fresh copy. 


1. For each key you want to redefine, type the original key 
character on Line 1, starting in Column 2. 


For example, suppose that you want to make the slash (/) 
key generate a Greek Alpha and the bar (|) generate a 
Greek Beta. Simply type the slash (/) on Line 1, Column 
2. In Column 3 of Line 1, type the bar (]). 


Continue to the right, typing on Line 1 all characters you 
want to redefine. Be sure to leave in place the periods 
that fill out the line after your last entry. 


2. On Line 2, directly beneath each key you have entered in 
Line 1, enter the character you want generated by that key. 


The characters must be entered in their ASCII decimal 
form, which you can find from the table in Appendix D 
(f the ASCII code is between 33 and 126, you can use the 
corresponding key on the keyboard). For the Greek Alpha, 
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the ASCII code is 224 (decimal), and for the Beta, it is 
225. 


To enter the ASCII 224, place the cursor on Line 2, 
Column 2, directly beneath the / you entered on Line 1. 
While holding down the Alt key, type 224 on the numeric 
keypad on the right of the keyboard (not on the top row 
Of keys!) 


For the Beta, position the cursor in Column 3 of Line 2 
and enter the ASCII 225 in the same way. 


What you have just done is to indicate that you want to 
translate the / key on Line 1 into an ASCII 224, which 
will display on your screen as an Alpha, and the | key into 
an ASCII 225, or Beta. 


Continue on this line entering the new character you want 
directly beneath each character you entered on Line 1. You 
may designate up to 35 characters to be translated in this 
manner, in Columns 2-36. 


Do not leave any blanks; Columns 2 through 36 must 
contain either a character or a space-holding period. 


3. Enter in Column 1 of both Line 1 and Line 2 the total 
number of keys to be translated, in ASCII decimal form. 


Place the cursor on Line 1, Column 1. Hold down the Alt 
key and enter the value 2, since we have redefined two 
keys, using the numeric keypad. Enter the same value 
directly below, on Line 2, Column 1. 


4. If you do not want to reassign any Alt-key symbols, you 
are now done revising the table. Exit with AIt-F10, and store 
your new table under KEYBD.TST, the name you assigned to 
it earlier. Then test your new table, as described below. 
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CUSTOMISING ALL THE ALT KEY ASSIGNMENTS 


Lines 3 and 4 contain the Alt key assignments in the Standard 
Volkswriter Keyboard Arrangement. Since these keys are 
already being translated via this table, there are symbols 
already entered on these lines. 


To change a few of the Alt key assignments, skip to the next 
section; if you want to delete ALL the existing Alt key 
assignments and create your own, proceed as follows: 


1. Place the cursor on Line 3, Column 2 and press the period 
key 35 times. | 


2. Then place the cursor on Line 4, Column 2 and again 
press the period key 35 times. 


You have now erased the existing assignments for the Alt 
key used with the characters and numerals. 


3. Look up the Extended ASCII code for the Alt key 
combination(s) you want to define (see Figure 12-4). 


4. Modify Lines 3 and 4 exactly as you did Lines 1 and 2 in 
the procedure above (see "Redefining the Standard Character 
Keys"). 


Line 3, starting in Column 2, should contain the Extended 
ASCII code of the Alt-plus-character combinations. Directly 
underneath each one, on Line 4, enter the ASCII code of 
the character you want. 
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For example, if you want Alt-1 to produce the plus-or- 
minus symbol, place the cursor in Column 2 of Line 3. 

Hold down the Alt key and enter 120 from the numeric 
keypad. Then, directly beneath it on Line 4, hold down 
Alt and enter 241. 


5. When you finish entering the codes, remember to enter the 
number of characters redefined in Column 1 of both lines, as 
described in the previous section. 


Do not leave any blanks on these lines — any positions not 
occupied by redefined characters must contain periods — 
and do not change the line length. 


6. When you are finished, store your table under its new 
name, KEYBD.xxx, in this case, perhaps KEYBD.TST. Then 
test it as described later in this chapter. 


MODIFYING THE ALT KEY ASSIGNMENTS 


The procedure to modify some of the existing Alt key assign- 
ments is very similar. In this case, however, you do not 
change any of the characters on Line 3. Instead you find the 
symbol on Line 3 that represents the Alt key you want to 
modify, and enter the new code directly below it. 


1. Look up the Extended ASCII code for the Alt key combi- 
nation(s) you want to modify (see Figure 12-4). 


For example, if you want to redefine Alt-Z, the code is 
44. 
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2. Move the cursor below Line 5 in your file, and key in the 
. Extended ASCII code in a blank area. Notice what symbol is 
displayed. i5 


For Alt-Z, you would hold down the Alt key and enter 44 
from the keypad. 


3. Find the matching symbol on Line 3. 


For our example, the symbol displayed is a comma. The 
comma appears on Line 3, Column 17. (NOTE: If the 
symbol is not on Line 3, you will have to replace one of 
the symbols on Line 3 with.your new symbol.) 


4. Move the cursor directly under the symbol, on Line 4, and 
enter the ASCII representation of the symbol you want. 


If you wanted Alt-Z to display as a Greek Omega, you 
would hold down the Alt key and enter 234 from the 
keypad. 


5. Since you have not changed the total number of keys 
defined, you do not need to change the entry in Column 1. 
Exit with AIt-F10 and store your table under its NEW name, 
KEYBD.TST. Then test it, as described below. 


TESTING THE NEW KEYBOARD TABLE 


You are now ready to test your new table. Be sure you have 
stored it under its new name, KEYBD.xxx. NOTE: If you 
modified your keyboard table and stored it under the name 
KEYBD.INT, you must exit Volkswriter and restart the pro- 
gram to activate this table (replacing the original KEYBD.INT 
is not recommended until after you have tested your new 
table). 
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Now create a new document file with the same extension as 
your keyboard table. If your keyboard translation table is 
named KEYBD.TST, for example, create a new file on your 
data drive with the .TST extension, such as: 


B:TESTFILE.TST 
which will activate the KEYBD.TST file. 


Now try the keys you intended to change. You should see the 
desired symbols appearing on the screen. 


Any file with the extension of .TST on your data diskette will 
automatically select the keyboard you have just constructed. 
To make this happen on other disks, simply copy the 
KEYBD.TST table to those disks too. 


If your table is not working properly, there could be a 
number of reasons. Here are the most common: 


m The wrong number was entered in Column 1 of any line. 


The number of key translations appearing on each line must 
be entered in ASCII in Column 1. 


One or more lines are the wrong length. Every line must 
be of the same length and must be filled out with periods. 
The last column must be Column 36 exactly. 


The wrong value was entered on Line 1, Columns 2-36; in 
this case, the key you intended to reassign will still behave 
like it used to, while the key you accidentally designated 
will behave differently. 


The wrong value was entered in Line 2, Columns 2-36; the 


key you intended to reassign will display something other 
than what you had in mind. 
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m The wrong value was entered in line 3 or 4, with similar 
consequences as 1 and 2. Remember, line 3 must contain 
the code from the Extended ASCII Codes chart. 


m Your file's extension does not match the extension of your 
KEYBD.xxx, so the new table is not activated. 


m Your KEYBD.xxx is not on your data diskette. 


m You did not exit Volkswriter and restart it, if you modified 
KEYBD.INT. 


Translating Characters for the Printer 


Nearly all printers today have a means of accessing an 
alternate character set with matrix printers these characters 
usually can be printed by means of a special code or DIP 
switch setting; daisywheel and thimble printers have special 
print elements with different fonts and character sets. In 
either case, the printer manufacturer assigns certain ASCII 
codes to the needed letters. (If you have downloaded a font, 
you already have assigned your decimal codes to your down- 
loaded character set.) 


Unfortunately, these codes often don't match the IBM charac- 
ter set used in most PCs. What is needed is a method to 
translate the codes used by the PC into the codes used by the 
printer. Volkswriter 3 does just that through a "printer 
translation table," which you can modify to suit any printer. 


Note that, although they have parallel functions, the KEYBD 
and PRINT translation tables are completely independent of 
each other. You can use the same keyboard with all printing 
elements, for instance; or you can have one universal printing 
element and tailor the keyboard for particular uses, or any 
combination of these. 
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Your printer may be capable of producing high quality 
accented letters from its special character set. For example, 
your printer may have a special character for the e with 

acute accent (é). But your printer may print this character 
with a code 145, rather than the IBM standard 130. All you 
need to do is to modify the corresponding entry in the printer 
translation table. To find out what codes your printer uses, 
see "How to Determine Printer Character Codes" later in this 
chapter. 


Once you have done so, the printer table will be automatically 
matched to your files by extension, as with the keyboard 
translation table. Any file with an extension .xxx will 
automatically be printed using PRINT.xxx, if such a printer 
translation table exists on the data disk. If you create a 
customized printer translation table that you want to use with 
all files, store it as PRINT.INT on your program diskette. 


It is possible that your printer doesn't have the special 
characters you require. In that case, you can print them as a 
combination of two characters superimposed on each other, as 
you would on a typewriter, provided that your printer can 
backspace. This method substitutes in place of the code 130 
the character sequence e, backspace, and accent (or apostrophe, 
if the accent is not available). 


Volkswriter 3 is supplied with a file named PRINTINT. If 
your printer does not have special accented characters, you can 
use this file as your printer interpretation table. Under the 
name PRINTINT, this file is not active. To use it, you must 
rename the file PRINT.INT. Use the N function from the 
Volkswriter Main Menu to rename the file. Then exit Volks- 
writer 3 and restart it. 


As PRINT.INT, this table uses the character, backspace, 
character method to produce all characters required for 
English, German, French, Italian and Spanish. These are 
printed using a character, a backspace, and then the accent, in 
order to make this table compatible with the greatest number 
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of printers. So, in order to use PRINTINT (renamed 
PRINT.INT), your printer must accept the backspace character 


" 


and provide the following symbols: 3% E ~ 


The majority of printers today do offer some special charac- 
ters, however, so you may not need the printer translation 
table provided as PRINTINT. The method for creating a 
customized printer translation table is given below. Most dot 
matrix printers have some foreign language capability, usually 
via escape code sequences or DIP switch settings that redefine 
some of the standard ASCII characters. See your printer 
manual. 


The easiest way to use the extra characters required by foreign 
languages is to use the ASCII decimal code for each character, 
which you can determine by printing the file TESTCHAR. 

See "How to Determine Printer Character Codes," later in this 
chapter. 


There are three other methods commonly used by daisywheel 
printers to print foreign language characters: 


= Some printers require that characters be translated and 
preceded by a "Shift Out", and followed by a "Shift In" 
to access the spokes beyond the normal 96 assigned to 
ASCII 32-127, the standard alphabet and numeric charac- 
ters. 


m The Diablo 630 with ECS can reach all 192 characters in 
its printwheel by mapping the 256 ASCII characters into 
the wheel spoke address using "Program Mode." 


m= The NEC 3550 Spinwriter can load the "RAM thimble map," 
which lets you use all characters in the PC’s repertoire and 
maps them into the 128 spokes of the thimble. Or you can 
use the "Shift Out — Shift In" method. 


All these modes can be used with the Volkswriter 3. 
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Making a Printer Translation Table 


To make a printer table, you will need your printer manual! 
When reading it, keep in mind that all ASCII codes given here 
are in decimal, not hexadecimal, octal or binary. Unfortu- 
nately, some printer manuals only give hexadecimal; in this: 
case, use the Character Set Reference Chart to convert 
numbers from hex to decimal. 


Your printer manual contains a chart of its character set, 
usually in an appendix. Please take the time to find it. If 
your printer has interchangeable print wheels, you will need to 
do some more digging, as different printwheels have different 
charts. You may need to ask your printer dealer for the one 
that suits your requirements. 


Figure 12-3 shows one line of a printer translation table. Each 
line of the table contains the information for printing one 
character. 


aval ` 
o Na. Column 3,4,5— Characters to be sent to printer— 


(a, backspace, accent) 

Column 2—number of characters that must be sent 
to the printer to make up this character—(ASCII 3) 
Column 1—the character as it appears on-screen. 


Figure 12-3. One line from a printer translation table. 
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Modifying the printer translation table involves entering the 
characters you want sent to the printer for each screen 
character (see "How to Determine Printer Character Codes" 
later in this chapter). 


BE SURE to edit in DOS file mode, or turn auto-reformatting 
off and special effects markers on in the Preference Menu. 


CHARACTERS THAT REQUIRE A SINGLE CODE 


Let us use, as an example, a printwheel where the codes 128 
through 131 are used for the vowels à, è, i, ò, ù, with accent 
from left to right (grave accent). Here is what you would do 
to set up a table for the French language, to be used by all 
files whose extensions are .FRE: 


1. Using your Volkswriter 3, retrieve file PRINTINT (or 
PRINT.INT, if you have already renamed it) from your Volks 
writer Program diskette. 


You wil see many short lines. This is the printer 
translation table. 
2. Exit with AIt-F10 and store the file on your data Drive B 
with its new name. 
In this case the new name is B:PRINT.FRE. All files on 


your data disk whose extension is .FRE will print with this 
table automatically. 


3. Return to the file by selecting E from the Main Menu. 


4. Locate the first of the accented vowels you want to 
reassign. Line 1, column 1, shows the à. 
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In the existing printer table, you can see that this character 
is created with an a, backspace, and then ‘. You want to 
replace this sequence with the code recognized by your 
printer, a 128 (to find out what codes your printer 
requires, see "How To Determine Printer Character Codes" 
later in this chapter). 


If the character you want is not currently in the print file, 
go to the end of the file and start a new line. You can 
have 70 lines in this file. 


S. Move the cursor to Line 1, Column 3. Hold down the Alt 
key and enter from the keypad the number 128. (Or, if your 
printer manual has a table showing the U.S. and foreign | 
language characters, key in the U.S. character that is being 
reassigned.) 


Remember, 128 is the number assigned by this imaginary 
printer manufacturer to print the a with grave accent. The 
character you will see on-screen is the one from the 
Character Set Reference Chart. Don't worry if this does 
not match the printed character you want. 


6. You must now type periods in Columns 4 and 5, as place- 
holders. 


7. Now move the cursor to Column 2. Hold down the Alt 
key and type a 1 from the keypad, to indicate that only one 
character is to be sent to the printer. 


The heart symbol that appeared here is an ASCII 3, indi- 
cating that 3 characters were previously sent to the printer 
to create the accented a. A smiling face symbol represent- 
ing ASCII 1 indicates that only one character is now to be 
sent. 
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8. Repeat Steps 4 through 7 for the other characters with 
accents that you want to add to the translation table. The 
vowels with grave accents are the first five entries in the 
translation table. 


9. After you have entered the last character, go to the first 
blank line and, with the cursor in Column 1, press Ctrl-Z. 
Store the table back on your data disk. 


All files on that disk whose extension is .FRE will use this 
table. To use this table on other disks, just copy it there. 


CHARACTERS THAT REQUIRE MORE THAN ONE CODE 


As you can see, the printer translation table can provide up to 
three separate printer actions to produce a given character. For 
instance, the à can be printed with first an "a", then a 
backspace, and then an accent . This is how it appears in the 
original PRINTINT table; we'll enter this character in the 
table as an example (although, of course, if your printer has 
the à as a single character, that is preferable): 


1. Follow Steps 1 through 3 of the preceding section to 
retrieve PRINTINT and store it under a new name. 


2. Locate the the first of the accented vowels that you want to 
reassign in Column 1. 


3. Then enter an ASCII 3 in Column 2, representing the three 
characters sent to the printer. 
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4. In Column 3, enter the ASCII code for the first character 
required to make up the composite, in this case, the Alt-97 for 
the a. With the cursor in Column 4, use the numeric keypad to 
enter an ASCII 8 (backspace). In Column 5 enter the 

ASCII 96 for the accent. EE 


If all 5 columns for any character are not used, be sure to 
place a period in each column not used. Each line must be 
exactly 5 columns. Also remember to enter the actual 
number of characters sent to the printer, in ASCII form, in 
Column 2. 


5. When you have entered all the characters you want to 
translate, terminate the list by entering a Ctrl-Z in column 1 | 
of the first unused entry. Then store the file under its new 
name. 


The PRINTINT table, as distributed, does not contain the 
maximum number of 70 entries. Characters not on the table 
are sent to the printer unchanged. : 


Some printers require other special codes to produce non- 
standard characters. Some, for example, require a SHIFT- 
OUT, then the character code, then a SHIFT-IN. 


Consult your printer manual for the specific codes, then enter 
this just like any other three-character composite: the code for 
SHIFT-OUT in Column 3, the specific character code in 
Column 4, and the code for SHIFT-IN in Column 5. In 
Column 2 you would enter ASCII 3, since this Sequence repre- 
sents 3 characters sent to the printer. 


Again, if you want to use this table for all your documents, 
regardless of their extension, rename the table on your 
Volkswriter Program diskette as PRINT.INT (after testing it). 
You can still have other tables on your data disks, by the 
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name PRINT.xxx, which will be used for all files whose 
extensions are .Xxx. 


TESTING THE NEW PRINTER TRANSLATION TABLE 


You are now ready to test your new table. Once you have 
stored it under its new name, PRINT.xxx, create a new docu- 
ment file with the same extension. (NOTE: If you modified 
your printer translation table and stored it under the name 
PRINT.INT, you must exit Volkswriter 3 and restart the 
program to activate this table.) 


If your printer translation table is named PRINT.TST, for 
example, create a new file on your data drive B with the .TST 
extension, such as: 


B:ITESTFILE.TST 
which will activate the PRINT.TST file. 


Now put the characters you defined in the printer translation 
table onto the screen using the keyboard-Alt key combination, 
or by holding down Alt and keying in the ASCII decimal code 
for the character you want. Then print the characters by 
moving the cursor to the line they are on and pressing Alt-Fl. 
The desired characters should print. 


Any file with the extension of .TST on your data diskette will 
automatically use this printer translation table. To make this 
happen on other disks, simply copy the PRINT.TST table to 
those disks too. 


If your table is not working properly, there could be a 
number of reasons. Here are the most common: 


m The wrong character was entered in Column 1 of any line. 


This must be exactly the same character that will appear on 
your screen. 
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m One or more lines are the wrong length. Every line must 
be exactly five columns wide. Make sure that Columns 4 
and 5 have periods in them if you are only sending one 
code to the printer (and, in this case, Column 2 must 
contain ASCII 1). 


m The wrong values were entered in Columns 3-5. In this 
case, the character you intended to print will not print as 
desired. Check the ASCII decimal code for each charac- 
ter being sent to the printer, and re-enter them if necessary. 
Check the Character Set Reference Chart to see that the 
correct symbol is displaying on the screen. 


m Your file's extension does not match the extension of your 
PRINT.xxx, so the new table is not activated. 


m Your PRINT.xxx is not on your data diskette. 


m You did not exit Volkswriter 3 and restart it, if you 
created or modified PRINT.INT. 


m You did not terminate the file with a Ctrl-Z. 


How to Determine Character Codes 


Most dot matrix printers include charts and specific technical 
information necessary to access the foreign or scientific 
characters. Check your printer manual for any required 
Escape code sequences. The ASCII decimal codes that have 
been assigned to each character are usually in chart form. If 
the decimal code for a character is not given in the chart, the 
normal character it replaces is shown (use the Character 
Reference Chart to find the decimal code). 


Your printer manual may not contain all the required informa- 
tion regarding the decimal character codes. We have supplied 


12-23 


VOLKSWRITER 3 


a file called TESTCHAR on the Volkswriter 3 Tutorial disk to 
help you to find the code assignments. Simply retrieve the 
file and follow the instructions you see. 


Extended ASCII Codes 


Figure 12-4. Extended ASCII codes. 
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Alt-1 120 Alt-Q 16 
Alt-2-.121 Alt-W 17 
Alt-3 122 Alt-E 18 
Alt-4 123 Alt-R 19 
Alt-5 124 Alt-T 20 
Alt-6 ^ 125 Alt-Y 21 
Alt-7 126 Alt-U 22 
Alt-8 127 Alt-I 23 
Alt-9 128 Alt-O 24 
Alt-0 129 Al.P 23 
Alt- 130 

AW EI 

Alt-A 30 Alt-L 38 
Alt-S 31 Alt-Z 44 
Alt-D 32 Alt-X 45 
Alt-F 33 Alt-C 46 
A-G . 34 Alt-V 47 
Alt-H 35 Alt-B 48 
Alt-J 36 Alt-N 49 
Alek -37 Alt-M 50 
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APPENDIX A 
Installation Options 


System Performance 


Here are some important guidelines for obtaining the best 
possible performance from your Volkswriter 3. 


- It is VERY IMPORTANT that your system have "buffers", 
or Volkswriter will not run at full speed. See "DOS 
Buffers" below. 


- While Volkswriter 3 will function in a system with 256K of 
RAM, its performance improves with more memory. If 
you have just 256K, you will certainly need spill files to 
edit medium and large size documents, and the spill files 
should be put on your program disk. For very large 
documents, however, you may run out of spill file space. 
One option in this case is to delete the DOS file COM- 
MAND.COM from your Program Disk 2. Or it may be 
necessary to put spill files on your document disk. In this 
case be sure to use data diskettes that have a lot of unused 
space on them. Also, and most important, NEVER remove 
the spill file diskette until after you have stored your 
document. 


- If you have more than 256K of RAM, you will get 
improved editing performance if you put your spill files on 
a RAM disk. RAM disk software is widely available, 
including the VDISK program supplied with most versions 
of DOS. It allows a portion of your system's memory to 
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act like another disk drive. Having spill files on a RAM 
disk gives them extremely fast access time. 


- If you use the spelling program a lot, and if you have 
about 180K of RAM disk space available, you can indicate 
in the CONFIGUR program that you want your main dic- 
tionary files on your RAM disk. The spelling verification 
process becomes substantially faster in this case. However, 
you must be sure to copy the dictionary files VW3.A01, 
VW3.A05, and VW3.A06 to the RAM disk before you start 
Volkswriter. If you do this regularly, you may want to 
keep these files on a separate diskette to make the space on 
your program diskette available for spill files. 


DOS BUFFERS AND FILES (CONFIG.SYS) 


The speed and efficiency of DOS is affected by a special 
configuration file called CONFIG.SYS on your boot disk (see 
the chapter on "configuring your system" in your DOS manual). 
For optimum performance with Volkswriter 3 (and most other 
programs), you may need to add an instruction that sets up 
special memory areas called "buffers." In addition, DOS may 
require a "files" instruction for all of Volkswriter 3's features 
to run successfully. 


Our general recommendation for your CONFIG.SYS file is that 
it should specify BUFFERS=6 (or more), and FILES=15. We 
have made it easy for you to add a CONFIG.SYS file if you 
do not already have one. 


With a diskette-based system: Your Volkswriter PROGRAM 1 
diskette contains a CONFIG.SYS file. If you boot (start up 
your system) from this disk, the buffers and files will be 
specified automatically for you. If you boot from another 
diskette, check to see if there is a CONFIG.SYS file on that 
disk. If there is, be sure that it specifies BUFFERS=6 or 
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more, and FILES-15. Or you can copy the CONFIG.SYS file 
we have provided to your boot disk, or, more simply, just 
boot from your Volkswriter disk. 


On a computer that has more than 256K of RAM (Random 
Access Memory), you can improve the program's performance 
still further by increasing the number of DOS buffers beyond 
6. You can experiment with different values between 10 and 
25 — perhaps 15 to begin with. 


To modify the CONFIG.SYS file we have provided, start 
Volkswriter and retrieve the CONFIG.SYS file. It will include 
the line "BUFFERS=6". Change the number of buffers from 6 
to the number you want to try, say 15. Then store the file, 
exit Volkswriter, and reboot your system. 


With a hard-disk system: If your computer does not have a 

CONFIG.SYS file, there is one on your Volkswriter 3 PRO- 

GRAM diskette that includes "BUFFERS=6" and "FILES=15". 

To copy this file to your hard disk, use the command 
COPY A:CONFIG.SYS C 


You may already have had a CONFIG.SYS file on your hard 
disk. If so, you should check to see if it specifies DOS 
buffers and files. To see the contents of this file, go to the 
root directory by entering: CD \ 

then enter: TYPE CONFIG.SYS 


Look for a line reading "BUFFERS= ", and another reading 
"FILES= ", both followed by a specific number. If you find 
BUFFERS = 6 or greater, and FILES = 15, your system is 
already set up for optimum performance. If these lines do not 
appear, you (or someone) should add them to your CON- 
FIG.SYS. 


Here’s how to add these instructions: 
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1. Start Volkswriter 3. From the Main Menu, make the root 
directory the current directory with the command "D w'". 
Then retrieve the CONFIG.SYS file. 


2. Go to the BUFFERS= line, if there is one, or to Column 1 
of the first blank line at the end of the file. For a 256K 
system, change the existing line, or add a new line reading: 
BUFFERS=6 


If you have a larger system, try a larger value, such as 
BUFFERS=15 


3. Then modify the FILES= line, if necessary, or add one that 
reads; FILES=15 : 


4. Store the file, exit Volkswriter and reboot your system. 


Required Volkswriter Files 


Volkswriter 3 requires the following files to function: 


VW3.EXE 

VW3.OVL 

VW3.SYS 

VW3.KEY 

VW3.MES 

VWSTYLE.LYT 

 VWPR ..TBL (your printer table) 


and any style sheets you want for your documents. 
In addition, if you want to be able to check spelling, you 


must add the files VW3.A01 through VW3.A04. For automatic 
hyphenation, add VW3.A05 and VW3.A06. 
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Systems with Two Monitors 


If you have both colour and monochrome monitors on your 
computer, you can select either one before starting Volkswriter 
3. Volkswriter will adjust itself automatically to either 
display. At the DOS prompt (usually A»), enter the appropri- 
ate one of the following: 


- MODE MONO This option selects 80 column x 25 line 
format on IBM monochrome monitor or the equivalent, 
used with the IBM monochrome card, the IBM enhanced 
graphics card, or a compatible monochrome adapter. 


- MODE CO80 This selection is appropriate for a full-colour 
RGB monitor: the IBM colour monitor, the IBM enhanced 
colour display, or a compatible RGB monitor. It must be 
used with the IBM colour/graphics adapter, the IBM 
enhanced colour adapter, or a compatible card. 


- MODE BW80 Use this option with a composite video 
monitor capable of one-colour display, such as some amber 
or green monitors, or a television set with composite video 
input. | 


Typically, MODE MONO and MODE CO80 would be used to 
switch back and forth between monochrome and RGB colour 
displays. | 


You can include a MODE statement selecting one of your 
monitors in your AUTOEXEC.BAT file (see Appendix C). 


Selecting 43-Line Display 


The IBM Enhanced Graphics Adapter allows display of 43 
lines per screen instead of the usual 25 lines per screen. When 
you select 43 line mode, you will be able to view at one time 
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more than a whole double-spaced page, although the character 
size, of course, will be smaller than you normally see. 


Requirements: 
u Ihe IBM Enhanced Graphics Adapter (EGA) 
= A monochrome monitor or enhanced colour monitor 


To select 43-line mode, enter the following at the DOS prompt 
(usually A»): 


43 


You can return to normal display by entering the appropriate 
MODE command for your monitor type: 


MODE MONO, if you have a monochrome monitor, 
Or 

MODE CO80, if you have a colour (RGB) monitor, 
Or 

MODE BWS80, if you have a composite monitor. 


You may also want to try using Lifetree's "43" command 

to obtain 43 line display with other software. You may be 
pleasantly surprised at the results! (Note: If you have a 
problem making it work, be sure you have an EGA installed, 
and that the switches are set correctly for your monitor or 
monitors.) 


If you want, you can include "43" in your AUTOEXEC.BAT 
file (see Appendix C). 
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High Speed Keyboard Repeat 
with the IBM PC-AT 


The IBM PC-AT keyboard can be made to repeat at up to 
three times its normal rate. The faster rate makes scrolling 
through text extremely fast. This high-speed keyboard 
capability speeds up all software — provided tthe software 
can keep up! 


To select high-speed mode, get to the DOS prompt (usually 
A>), and enter ATKBD. In this form you will select the 
highest speed, a rate of approximately 30 characters per 
second. 


To select a slower speed, enter ATKBD n. You replace n 
with the approximate speed you want, in characters per 
second. The range available to you is 2 to 30 characters per 
second; normal keyboard repeat speed is 10 characters per 
second. If you want to try a keyboard repeat speed of 20 
characters per second, simply enter ATKBD 20. | 


At 30 characters per second, you will need a light touch on 
the keyboard, or you will find keys unintentionally repeating. 


Once you find a speed you like, you can include the 
appropriate ATKBD line in your AUTOEXEC.BAT file (see 
Appendix C). 


TECHNICAL NOTE: ATKBD works by commanding the 
microprocessor on the AT’s keyboard to send characters at the 
given rate. 
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Using Volkswriter 3 
with the IBM PC Network 


Volkswriter 3 can be installed on the IBM PC Network. Note 
that your software license agreement requires you to have one 
license per station using the software. If ten people use the 
software, ten licenses are required. Network licenses are 
available; contact Lifetree Software. 


For current information on using the PC Network, or other 
networks, write to Lifetree Customer Service. 


Be sure to observe the following: 


m Use the Volkswriter 3 CONFIGUR program to configure 
each workstation so that spill files are on a local disk, or 
choose no spill files. | 


m Data files can be 
on a local disk, or 
on a remote disk that is NOT shared, or 
on a remote disk that is shared, BUT you are respon- 
sible for beinjz sure each person sharing the disk 
uses UNIQUE file names (suggestion: have each 
person use a Clifferent filename extension). 


To print from a local printer, proceed as you normally would, 
using a selection from the "Printers" column of the Select 
Printing Device menu. This might be LPTI, for a parallel 
printer. 


To print with a remote printer, assign the remote printer as 
LPT2. Then set the Volkswriter print function to print to 
LPT2 in the network/'spoolers column of the Select Printing 
Device menu. Your file will be queued by the network server 
and printed as soon as the printer is available. 
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We recommend that you run the program from a local disk. 
If you want to run it from a remote disk, be sure that only 
one person at a time will be using it. 
Here are some other recommendations: 


- For privacy, keep data files locally, on non-shared drives. 


- For economy, keep each person's data files on the file 
server in private directories, not shared with others. 


- For data sharing, where group data access is required, share 
data files on the file server using unique file extensions for 
each person on the network. 


- Printers may be shared freely across the network. 
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Volkswriter 3 
and Other Software 


Standard DOS Files 


When set to create DOS files, Volkswriter 3 creates plain 
ASCII files. In addition, Volkswriter 3 can be used to edit 
any ASCII file, as long as each line ends with a carriage 
return and a line feed character (see Appendix F). Files 
created by spreadsheets, by most telecommunication services 
by EDLIN, and so on, conform to this standard. 


> 


If you have files created with other software, you can read 
them with Volkswriter 3 in one of two ways. One way is to 
use the Utilities Menu option to Import a non-Volkswriter file. 
Doing this will convert the file to a Volkswriter file, with 
paragraph-end symbols automatically inserted (see Chapter 10). 


The other way is to read the file in Volkswriter’s DOS file 
mode. Doing so will not alter the file in any way, and will 
leave it in its original form. For this approach, you should 
group them under a common filename extension, and set up a 
Style sheet for them. Simply copy the style sheet we have 
provided as VWSTYLE.BAT to VWSTYLE.xxx (where xxx 
stands for the extension you want). 


The copy you make under the name VWSTYLE.xxx will simi- 
larly ensure that all files you retrieve with the extension are 
edited as plain DOS files (see Chapter 8). 


'OLKSWRITER 


In DOS file mode, Volkswriter 3 does not convert the tab 
character into spaces. If your file has tab characters in it, they 
. will show on your screen as small circles. You can ignore 
them, or use Global Replace (Alt-F7) and turn all tab charac- 
ters (ASCII 9, entered as Alt-9 on the keypad) into one or 
more blanks. 


If your file contains lines longer than 250 characters, they will 
be split at the 250th character, and a carriage return and 
linefeed will be appended to the line at that point. 


Compatibility With Other Programs 


Volkswriter 3 has been tested successfully with most widely 
available software packages. The only limitation to keep in 
mind is that Volkswriter can handle at most 250 characters per 
line. If the file contains lines with more than 250 characters, 
Volkswriter will insert an arbitrary space after the 250th 
character to allow you to edit the file. 


For information on the conversion utilities between Volkswriter 
and DCA RFT, and Volkswriter and Wordstar, see Chapter 10. 
1-2-3, VISICALC AND SUPERCALC 


Volkswriter 3 has been tested with 1-2-3’s, VisiCalc’s and 
SuperCalc’s print format files and found to be compatible. 


When using these programs, select the PRINT TO FILE option 
and request disk file output. VisiCalc’s files have the 
extension .PRF and 1-2-3’s and SuperCalc’s are .PRN files. 


Files created in this way can be included in a Volkswriter 


document. While editing with Volkswriter, place the cursor at 
the point where you want the spreadsheet data, and press 
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Alt-F2. At the prompt, enter the name of the .PRN or .PRF 
file, including its extension, and the line numbers you want. 
DBASE II and DBASE III 


Files of type .TXT can be used as merge files for TextMerge. 


DESQview!" 

Multiple copies of Volkswriter can be run under DESQview, 
an operating environment that supports concurrent processing. 
OTHERS 


Volkswriter 3 is compatible with any software packages that 
support the standard DOS ASCII file format. 


Editing Program Files 

If you set your Volkswriter to DOS file mode and refrain 
from using special effects, the files produced by Volkswriter 3 
will contain absolutely no extraneous characters, so that you 
can easily run your compiler or assembler against them. 

Set up a style sheet for each language (.BAS files, .PAS files, 
etc.) using an asterisk for the right margin, as indicated under 
"Standard DOS Files" above. 


You can edit a BASIC program with Volkswriter 3 provided 
you save it using BASIC'S ASCII option: 


SAVE "PROGRAM.BAS",A 


(PROGRAM.BAS represents any name you give your program.) 
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After editing the program, use BASIC's LOAD or MERGE 
command to read the program in. 


You may wish to use the Caps Lock key when typing your 
program statements so they will be in capital letters. 


DOS files created by Volkswriter 3 can be read in a BASIC 
program with: 


OPEN "testfile.txt" FOR INPUT AS #1 
Volkswriter can read files created by a BASIC program tha 
77" OPEN "testfile.txt" FOR OUTPUT AS #1 | 
In a Pascal program, Volkswriter files are of type TEXT. 


Merge files for TextMerge can be written with the required 
BASIC statement, such as: 


WRITE #1, variablel, variable2$ etc. 
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How To Start Volkswriter 
Automatically 


You can have Volkswriter 3 start automatically when you turn 
on your computer by creating what's called an AUTO- 
EXEC.BAT file. This is a "batch" file that is automatically 


executed when you turn on your system. 


If you do not already 


have such a file, here is how to create one: 


WITH A TWO-DISKETTE SYSTEM: 


1. Go to the DOS prompt. 


y 


You must exit any program you are running according to 
its instructions. The DOS prompt should say "A>". If it 
names another disk drive, such as "B>", enter the command: 


A: 
Insert your working Volkswriter diskette in Drive A. 


Your Volkswriter diskette must be "bootable," meaning it 
must be a diskette you can use to start up the system. If 
you followed the installation instructions, you will have a 
bootable Volkswriter diskette. Be sure there is no 
write-protect tab on the diskette before you insert it. 
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3. Type each of the following lines exactly as it appears 
below. Press the Enter key at the end of each line. 


COPY CON: AUTOEXEC.BAT 
DATE 

TIME 

VW3 [F6] 


The first line instructs DOS to "copy" what you type at the 
"console" (CON:) into a file named AUTOEXEC.BAT. In 
the last line, you press the F6 key, which appears as ^Z, 
indicating the end of the file. 


When you press Enter after the last line, you will hear 
some disk activity, and then should see a message saying "l 
file copied." 


You can create this file using Volkswriter 3 if you prefer; 
the VWSTYLE.BAT style sheet on your Volkswriter diskette 
will automatically make this a DOS file. 


NOTE: Other DOS commands, such as the MODE command, 
can be placed before the VW3 in this file. 


When you start up with this file on your diskette, you will be 


asked to enter the current date, then the time, and then 
Volkswriter will run automatically. 


WITH A HARD-DISK SYSTEM: 
1. Go to the DOS prompt. 


You should be at the DOS prompt for your hard disk, 
usually "C>". | 
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2. Go to the root directory. 


a 


You can tell if you are at the root directory by entering 
CD 


If you are in the root directory (and if your hard disk is 
"C") you will see the response "C:V'. If this is not what 
you see, simply enter: 


CD \ 


3. Type each of the lines below exactly as it appears below. 
Press the Enter key at the end of each line. 


COPY CON: AUTOEXEC.BAT 
DATE 

TIME 

CD \VW3 

VW3 [F6] 


The first line instructs DOS to "copy" what you type at the 
"console" (CON:) into a file named AUTOEXEC.BAT. In 
the last line, you press the F6 key, which appears as ^Z, 
indicating the end of the file. (These instructions assume 
your Volkswriter program files are in the directory "\VW3.") 


When you press Enter after the last line, you will hear 
some disk activity, and then should see a message saying "l 
file copied." 


You can create this file using Volkswriter 3 if you prefer; the 
VWSTYLE.BAT style sheet will ensure that you are in DOS 
file mode when you do. 


NOTE: Other DOS commands, such as the MODE command, 
can be placed before the VW3 in this file. 


w 


A PR 
mae 


; 
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Printer Considerations 


Printing Devices 


From the Print Menu, choose S to go to the Select Printing 
Device menu. The most common response to these choices 
would be A for a parallel printer or D for a serial printer. 


The other choices could be used if you had additional printer 
ports installed in your system and wished to access more than 
one printer, or if you had a modem connected to your COMI 
asynchronous port and you wished to print using COM2 or 
COM3. 


The "Printers" column (choices A - F) invokes a fast method 
of printing using interrupts. This is the column that should 
be tried first. Some "PC Compatible" systems and network 
print servers can not handle this method of printing. If you 
cannot print successfully with the appropriate choice from 
column 1, use the corresponding choice in column 2 - "Net- 
works/Print Spoolers". : 


Printing with choices A - F is faster than printing with 
choices G - L. Speed improvement will be most noticeable 
with laser printers or printers with large hardware buffers. 
This is usually a buffer that is located inside the printer itself 
(extra RAM) or as an attachment between the computer and 
the printer (buffer box). 
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Most print spoolers in RAM require you to print to a "DOS 
device" (choices G - L). If your print spooler can handle 
interrupts, you may use the "Printers" column (choices A - F). 


If you have two printers attached to your system, choose the 
most often used printer as the default printer. This is done 
by selecting it in the CONFIGUR program or by using the "S 
- Set permanently" option of the Select Printing Device menu. 
If you wish to print with your other printer, select the | 
appropriate choice from the Select Printing Device menu and 
press U for Use. This will temporarily direct all output to 
the current choice. 


If you print to a serial printer, the serial port must be 
initialized with the DOS MODE command. The hardware 
interface must indicate the buffer full condition. Unless you 
also have a parallel printer attached to your system, you can 
redirect the serial output to LPT1. This will allow the use of 
the DOS Print Screen (SHIFT PRTSC) function. To retain the 
XON/XOFF protocol, be sure to choose one of the COMx 
choices. 


Technical Information 


Volkswriter 3 can write its printed output to a disk file. To 
do this, choose W - Write to Disk from the Print Selection 
Menu. This file created is not standard ASCII, as it is 
intended to be printed. It can only be printed with the DOS 
command: 


COPY xxxxxxxx.xxx LPTI: (or appropriate print device) 
or PRINT xxxxxxxx.xxx 
In addition to your document, this file contains all the printer 


control commands associated with the Printer Type selected in 
the layout. It can be retrieved with Volkswriter 3 for 
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inspection (but not for printing). This is handy for "debug- 
ging" custom printer tables since you can see exactly what 
printer control codes are being sent to the printer. 


Some printers are incompatible with the DOS PRINT command. 
Certain printer control commands are intercepted by the DOS 
PRINT command before they can be sent to the printer. This 
causes printing to abort, or erroneous printing to occur. In 
some cases it can cause extra line feeds to occur. If you 
experience these problems using queued printing, your printer 
is probably one of these, and you will not be able to use the 
print queueing feature of Volkswriter 3. 


Many printers, unfortunately, fail to perform as specified. 
Print the file TESTFILE on your tutorial diskette to see what 
your printer can and can not do with Volkswriter 3. It is 
common for printers to correctly print individual enhance- 
ments, such as superscripts or boldface, but to fail if you try 
to mix them, such as when combining justification with 
underlining, or proportional spacing with strikethrough. Some 
printers can not advance the paper a fraction of a line, and 
therefore can not handle subscripts and superscripts. 


Some printers may have more functions than are directly 
supported with the Volkswriter 3 printer tables. In many cases 
these features can be added using Option 5 of the CONFIGUR 
program. 


The CONFIGUR program allows you to modify an existing 
printer table, or to create a brand new one. All codes 
required should be in your printer manual. Note that working 
on printer tables requires a high level of competence with 
computers. If you need help creating or modifying a printer 
table, contact Lifetree Customer Service. 


All Printer Tables provided with Volkswriter 3 have been 
carefully tested to get the most out of each printer. However, 
printer manufacturers often change the firmware (programs 
stored in read-only memory) in their printers. Thus, the 
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printer for which Lifetree developed the tables may not be 
identical to yours, despite sharing the same name. There may 
be differences in their functioning. Minor changes in the 
printer table will often correct such problems; for information 
contact Lifetree Customer Service. 


Volkswriter 3 requires that the "automatic linefeed after 
carriage return" feature of your printer, if available, be turned 
OFF in order to do strikethrough and other effects that may 
require a second pass over the same line. Check your printer 
manual. You can usually turn off the automatic linefeed via 
DIP switches or by sending an Escape sequence to the printer; 
in the latter case, insert the appropriate sequence at the 
beginning of every text file, or add it to the reset printer 
code with the CONFIGUR program. 


Volkswriter 3 has four general printer tables: 


1. "Any Printer" selection (printer number 3) - This selection 
will work with almost any printer except those that automati- 
cally issue a line feed. Volkswriter does not issue any control 
characters or escape sequences with the exception of a Carriage - 
Return and Line Feed at the end of every text line. Blank 
lines end with a Line Feed. Instead of a Form Feed, the 
appropriate number of Line Feeds are issued to advance to the 
top of the next page. Underlining, boldface, shadowprint and 
strikethrough are implemented by printing the enhancements on 
a second pass on the line. 


There are two typewriter printer tables available. If you are 
using a typewriter adapted to work as a printer, try using 
Printer Type 9 first; if this doesn't work, try Printer Type 74. 


2. "Typewriter with Automatic Line Feed" selection (printer 
number 9) - This selection will work with printers or typew- 
riters with printer adaptors that can backspace and that 
automatically issue a line feed. Volkswriter does not issue any 
control characters or escape sequences with the exception of a 
Carriage Return at the end of each text line. Instead of a 
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Form Feed, the appropriate number of Line Feeds are issued 
to advance to the top of the next page. Underlining, bold- 
face, shadowprint and strikethrough are implemented with 
backspacing. 


3. "Typewriter with Automatic Line Feed" selection (printer 
number 74) - This selection will work in all respects like 
Printer Type 9 with the following exception. A Carriage 
Return will be sent at the end of every line even if it is 
blank. To advance to the top of the next page, the appropri- 
ate number of Carriage Returns are issued to advance to the 
top of the next page. | 


4. "Any Tandy Printer" selection (printer number 61) - This 

. selection will work with almost any Tandy printer that issues 
an automatic Line Feed. Volkswriter does not issue any 
control characters or escape sequences with the exception of a 
Carriage Return at the end of every line. Instead of a Form 
Feed, the appropriate number of Carriage Returns are issued 
to advance to the top of the next page. No special effects are 
supported. 


Using the Hewlett-Packard 
2686A LaserJet Printer 


Which Printer Type you should use in your layout depends on 
which font cartridge you have inserted into your printer. 


If you are using the internal font or one of the fixed pitch 
(non-proportional) font cartridges, use Printer Type 35. If the 
cartridge has a bold font, use Bold (Shift-F7) to access it 
within your document. If the cartridge has italics, use Shadow 
(Shift-F10). Be sure Proportional Spacing is set to No and the 
appropriate Character Size is set in your layout. 


The Math Elite font cartridge J requires Printer Type 67. 
select the desired font, then use the HP supplied keyboard 
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charts to access the desired scientific, Greek, or special 
character. Font 2 selects Math8a, Font 3 selects Math8b, Font 
4 selects Pifonta, and Shadow selects Math7. Font 1 returns 
you to Roman 8 character set. No soft (downloaded) fonts or 
italics are supported with Printer Type 67. 


If you are using the soft (downloaded) fonts available on the 
HPLaserJet PLUS, use Printer Type 69 for font cartridges F, 
K, or P. For all other font cartridges, use Printer Type 68. 
Define your soft fonts as 2, 3, and 4. From within Volks- 
writer 3, Font 2 selects soft font 2, Font 3 selects soft font 3, 
and Font 4 selects soft font 4. 


If you do not use a proportionally spaced font you can 
disregard the rest of this section. 


PROPORTIONAL SPACING WITH THE LASERJET 


If you are using a proportional font cartridge, you must have 
Proportional Spacing set to Yes in your layout. Use Printer 
Type 35 for font cartridge B and Printer Type 36 for font 
cartridge F. Select shadow for italics, Font 2 for Helvetica 
Bold and Font 3 for 8 pt. Times Roman. 


Proportional font cartridges K and P also use Printer Type 36. 
Times Roman medium, italics, and bold are accessed as with 
cartridges B and F, but no fonts are defined. 


Some other special printer options have been provided for you 
to address the problem of printing with boldface and italics 
when proportional spacing is in effect. 


After selecting the LaserJet printer in the CONFIGUR pro- 
gram, you will see "Laser Printer Proportional Spacing 
Options." 
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Option | is the "Exact Proportional Character Set" If you do 
not use boldface or italics in justified paragraphs, you can 
secure razor-sharp justification using this option. (Choose this 
option if you never justify your text.) 


Option 2 is the "Standard Proportional Character Set." It 
provides adequate justification for nearly all purposes, and it 
should be used if your text includes boldface or italics in 
justified paragraphs. 


Once you make a selection, the appropriate proportional print 
chart is activated for your Printer Type. It will remain in 
effect until you change it with CONFIGUR. 


If you change from one option to the other, you should 
reformat all previously entered paragraphs to compensate for 
the new proportional widths. 


If the required printer tables are not on your program disk, 
you will see a message. Run the CONFIGUR program, which 
will copy the necessary tables. 
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(*VX Version 2.2 tables 
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L1 
Printers 
PRINTER TABLE FILENAMES PRINTER 
Thru v. 2.1 2.2* & VW3 NO. PRINTERS 
VXPRINT1.TBL VWPR1.TBL 1. IBM 80 CPS PRINTER 
VXPRINT2.TBL VWPR2.TBL 2. NEC 5530 SPINWRITER 
VXPRINT3.TBL VWPR3.TBL 3. ANY PRINTER 
VXPRINT4.TBL VWPR4.TBL 4. EPSON MX/RX/SPECTRUM LX 
VXPRINT5.TBL VWPR5.TBL 5. SMITH CORONA TP-1 
VXPRINT6.TBL VWPR6.TBL 6. BROTHER HR-1 
VXPRINT7.TBL  VWPR7.TBL 7. NEC 8023A-C, C.ITOH PROWRITERS 
VXPRINT8.TBL VWPR8.TBL 8. NEC 3550/2050/8850/4550 SPINWRITERS 
VXPRINT9.TBL "VWPR9.TBL 9. TYPEWRITER ADAPTORS with AUTO LINEFEED 
VXPRINTA.TBL  VWPR10.TBL 10. OKIDATA ML 84/2, 92, 93, 182, 192, 193 
VXPRINTB.TBL VWPR11.TBL 11. NEC 3510/20/30 SPINWRITERS | 
VXPRINTC.TBL VWPR12.TBL 12. DIABLO 630/635, DIABLO 620 (API) 
VXPRINTD.TBL VWPR13.TBL 13. C. ITOH F-10 STARWRITER 
VXPRINTE.TBL VWPR14.TBL 14. IBM GRAPHICS, OKIDATA (IBM COMPATIBLE) 
VXPRINTF.TBL VWPR15.TBL 15. EPSON MX-80 (without Graftrax) 
VXPRINTG.TBL VWPR16.TBL 16. IDS PRISM 132 
VXPRINTH.TBL VWPR17.TBL 17. EPSON FX/JX 
VXPRINTI.TBL VWPR18.TBL 18. TOSHIBA P-1350, P-1351 
VXPRINTJ.TBL VWPR19.TBL 19. MANNESMANN TALLY 160 
VXPRINTK.TBL VWPR20.TBL 20. IBM 5216 WHEELPRINTER 
VXPRINTL.TBL VWPR21.TBL 21. QUME SPRINT 11 PLUS, QUME LETTERPRO 20 
VXPRINTM.TBL VWPR22.TBL 22. BROTHER HR-15/25/35 
VXPRINTN.TBL VWPR23.TBL 23. TEXAS INSTRUMENTS 850 
VXPRINTO.TBL VWPR24.TBL 24. TEXAS INSTRUMENTS 855/865/857 
VXPRINTP.TBL VWPR25.TBL 25. HP 2225 THINKJET (alternate mode) 
VXPRINTQ.TBL VWPR26.TBL 26. IBM 5182 COLOUR GRAPHICS PRINTER 
VXPRINTR.TBL VWPR27.TBL 27. OLIVETTI DY 250/450 (Qume emulation) 
-VXPRINTS.TBL VWPR28.TBL 28. EPSON LQ-1500 (1.8 or lower firmware) 
VXPRINTT.TBL VWPR29.TBL 29. SILVER-REED 400/500/550 
VXPRINTU.TBL VWPRSO.TBL 30. SILVER-REED 550 (proportional) 
VXPRINTV.TBL VWPR31.TBL 31. DAISYWRITER 2000 (Rev 2.00 Ver 81) 
VXPRINTZ.TBL VWPR35.TBL 35. HP 2686A LASERJET (Gen'l/Font Cart B) 


were named VXPR not VWPR ) 


Printers (cont.) 
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PRINTER TABLE FILENAMES PRINTER 


Thru VX 2.1 


2.2% & VW3 


VWPR36.TBL 
VWPR37.TBL 
VWPR38.TBL 
VWPR39.TBL 
VWPR40.TBL 
VWPR41.TBL 
VWPR42.TBL 
VWPR43.TBL 
VWPR44.TBL 
VWPR45 . TBL 
VWPR46.TBL 
VWPR47.TBL 
VWPR48.TBL 
VWPRA49.TBL 
VWPR50.TBL 
VWPR51.TBL 
VWPR52.TBL 
VWPR53.TBL 
VWPR54.TBL 
VWPR55.TBL 
VWPR56.TBL 
VWPR57.TBL 
VWPR58.TBL 
VWPR59.TBL 
VWPR60.TBL 
VWPR61.TBL 
VWPR62.TBL 
VWPR63.TBL 
VWPR64.TBL 
VWPRÓ5.TBL 
VWPRÓ6.TBL 


NO. 
36. 
37. 
38. 
39. 
40. 
41. 
42. 
43. 
44. 
45. 
46. 
4T. 
48. 
49. 
50. 
51. 
52. 
5. 
54. 
55. 
56. 
57. 
58. 
59. 
60. 
61. 
62. 


PRINTERS 
HP 2686A LASERJET (Font Cart F/K/P) 
IBM COLOUR JETPRINTER (3852, Model 1) 
IBM WHEELWRITER 3 with printer option 
IBM WHEELWRITER 5 with printer option 
IBM 5201 QUIETWRITER PRINTER 
CIE TERMINALS CI-3500, MODEL 20 
DATA GENERAL 4434 
NEC P2/P3 (NEC) 6302/6307 interfaces 
NEC P2/P3 (IBM) 6303/6306 interfaces 
TOSHIBA P- 1340 
STAR MICRONICS DELTA 10/15 PC 
JUKI 6100/6300 
DAISYWRITER 2000 (Rev 2.01 Ver 83) 


 SILVERREED 770 


EPSON LQ-1500 (2.0 ROM), EPSON SQ-2000 
TANDY DW II (original) 

TANDY DW II (silver) 

TANDY DW IIB (white) 

TANDY DMP 200 

TANDY DWP 210 

TANDY CGP 220 

TANDY DWP 410 

TANDY DMP 420 

TANDY DMP 500 

TANDY DMP 2100 (TRS mode) 

ANY TANDY PRINTER 

IBM PROPRINTER (4201, Model 01) 

IBM COLOUR JETPRINTER (3852, Model 2) 
STAR MICRONICS RADIX 10/15 

TOSHIBA P-341/P-351 

SMITH CORONA D200/D300 
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Printers (cont.) 


PRINTER TABLE FILENAMES PRINTER 


Thru VX 2.1 
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2.2% & VW3 


VWPRÓ7 . TBL 
VWPR68. TBL 
VWPR69. TBL 
VWPR70.TBL 
VWPR71.TBL 
VWPR72.TBL 
VWPR73.TBL 
VWPR74.TBL 
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NO. 
67. 
68. 
69. 
70. 
71. 
72. 
tau 
74. 


PRINTERS 
HP 2686A LASERJET (Font Cartridge J) 
HP 2686A LASERJET (Download/Font B) 
HP 2686A LASERJET (Fonts F/K/P Dnld) 
C.ITOH 8510 SCAR NLQ PROWRITER 
TEXAS INSTRUMENTS 857 (with colour) 
COMREX CR-420 
TANDY DMP 2100 P (TRS mode) 
TYPEWRITER ADAPTORS with AUTO LINEFEED 


ibm PLINER 
Aab 


CANN) RT 
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Printer Feature Comparison 


RJ & Subs & 
Printer Type Emulates Prop Prop Sups 
"Any" printer (gen'l purpose table) 3 N N N 
Brother HR-1 6 N N Y 
Brother HR-15/25/35 (including XL) 22 7 N Y 
Brother Twinriter 5, HR-35DD (WP) 22 Y Y Y 
Brother Twinriter 5, HR-35DD (DP) 4 Epson RX-80 N N Y 
Businessland BL 45 LQ  (Qume mode) 27 Y Y Y 
Businessland BL 45 LQ (Diablo mode) 12 Diablo 630 7 ¥ Y 
CIE Terminals CI-3500, Model 20 41 N N x 
C. Itoh 1550 P/BCD ProWriter 7 NEC 8023 Y N Y 
C. Itoh 1550/7500 EP ProWriter 14 IBM Graphics N N Y 
C. Itoh 7500 AR/AP ProWriter 7 NEC 8023 Y N Y 
C. Itoh 8510 AP/BC2 ProWriter 7 NEC 8023 Y N Y 
C. Itoh 8510/1550 SP/SR ProWriter 7 NEC 8023 Y N T 
C. Itoh 8510/1550 SEP ProWriter 14 IBM Graphics N N Y 
C. Itoh 8510/1550 SCP/SCR ProWriter 7 NEC 8023 Y N Y 
C. Itoh 8510/1550 SCEP ProWriter 14 IBM Graphics N N Y 
C. Itoh 8510 SCAR NLQ ProWriter 70 Y N Y 
C. Itoh 8600 BP/BC ProWriter 7 NEC 8023 Y N Y 
C. Itoh ProWriter, Jr. 17 Epson FX-80 Y N Y 
C. Itoh F-10 StarWriter 13 Y N Y 
Comrex ComRiter IV 12 Diablo 630 T N Y 
Comrex CR-420 72 Y N Y 
Daisywriter 2000 (Rev 2.00 Ver 81) 31 Y T Y 
Daisywriter 2000 (Rev 2.01 Ver 83) 48 Y Y Y 
Data General 4434 42 Y N Y 
Dataproducts DP-20 | 12 Diablo 630 Y N Y 
Dataproducts DP-55 12 Diablo 630 Y Y Y 
Dataproducts SPG 8050/8070 16 IDS Prism 132 Y N Y 
Diablo 620 with API interface 12 Diablo 630 Y Y Y 
Diablo 630 12 Y Y Y 
Diablo 635 12 Y N Y 
Dynax DX-15/25/35 (including XL) 22 Y N Y 
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Printer Feature Comparison (cont.) 


RJ & Subs & 
Printer | Type Emulates Prop Prop Sups 
Epson DX-10 12 
Epson DX-20, DX-35 12 
Epson FX-80/100 17 
Epson FX-85/185 (Epson mode) 17 
Epson FX-85/185 (IBM mode) 14 IBM Graphics 
Epson JX-80 17 Epson FX-80 
Epson LQ-1500 (1.8 or lower ROM) 28 
Epson LQ-1500 (2.0 ROM) 50 
Epson LQ-1500 (Diablo mode) 12 Diablo 630 
Epson MX-80 without GrafTrax 15 
Epson MX-80, MX-80/III, MX-100 4 
Epson RX-80/100 4 
Epson SQ-2000 50 Epson LQ-1500 
Epson Spectrum LX-80 4 Epson RX-80 
Fortis DH 45 (WP mode) 22 Brother HR-35 
Fortis DH 45 (DP mode) 4 Epson RX-80 
GENICOM 3404 (Epson mode) ú Epson MX-80 
HP 2225 ThinkJet (alternate mode) 25 
HP 2686A LaserJet (General use) 35 
HP 2686A LaserJet (Cartridge B) 35 


HP 2686A LaserJet (Cartridge F/K/P) 36 
HP 2686A LaserJet (Cartridge J) 67 
HP 2686A LaserJet (Gen'l download) 68 
HP 2686A LaserJet (Download Cart B) 68 
HP 2686A LaserJet (Download. F/K/P) 69 
IBM 80 CPS Printer (5152, Model 1) 1 
IBM Colour Graphics Printer (5182) 26 
IBM Colour Jetprinter (3852, Md 1) 37 
IBM Colour Jetprinter (3852, Md 2) 65 


IBM Graphics Printer (5152, Md 2) 14 
IBM Proprinter (4201, Model 01) 62 
. IBM Quietwriter Printer (5201) 40 
IBM Wheelprinter (5216) 20 


IBM Wheelwriter 3 w/printer option 38 
IBM Wheelwriter 5 w/printer option 39 


<~<z~<~~<~«z2z222~a2~«~=~a22~~=~<=2222~~2~<~222~~~<~<<2<~~<< =z 
a a c GR o GE Gn GG X omo ee a Gm a) c a a a a a a a a a a a oe a a a er “a ae 
LLL LLZ LCL Z< 
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Printer Feature Comparison (cont.) 


RJ & Subs & 
Printer Type Emulates Prop Prop Sups 
IDS Prism 132 16 Y N Y 
Juki 6100/6300 47 Y N Y 
Mannesmann Tally 160 19 N N Y 
NEC PC-8023A-C T Y N Y 
NEC 2010/2030 Spinwriters 11 NEC 3510 Y N Y 
NEC 2050 Spinwriter 8 NEC 3550 Y Y Y 
NEC 3510/3520/3530 Spinwriters 11 Y N Y 
NEC 3550 Spinwriter (ROM 10 or up) 8 Y Y Y 
NEC 5530 Spinwriter 2 N N y 
NEC 8810/8830 Spinwriters 11 NEC 3510 Y N y 
NEC 8815 Spinwriter (300 baud) 12 Diablo 630 Y Y Y 
NEC 8850 Spinwriter 8 NEC 3550 Y Y Y 
NEC P2/P3 Pinwriter 6302/6307 NEC 43 Y N y 
NEC P2/P3 Pinwriter 6505/6506 IBM 44 Y N Y 
NEC P5 Pinwriter 50 Epson LQ-1500 Y N Y 
- Okidata ML 84/Step 2, 92, 93 10 N N Y 
Okidata ML with Plug'n Play Kit 14 IBM Graphics N N Y 
Okidata ML 182, 192, 195 10 Okidata 92,95 N N Y 
Okidata ML (IBM Compatible) 14 IBM Graphics N N Y 
Okidata Pacemark 2410 (IBM codes) 14 IBM Graphics N N Y 
Olivetti DY 250/450 (Qume mode) 27 Y Y Y 
Olivetti DY 250/450 (Diablo mode) 12 Diablo 630 Y Y Y 
Panasonic KX P-1091 (Epson mode) 4 Epson RX-80 N N Y 
Panasonic KX P-1091 (IBM mode) 14 IBM Graphics N N Y 
Panasonic KX P-1092/1093 (Epson) 17 Epson FX-80 Y N Y 
Panasonic KX P-1092/1093 (IBM mode) 14 IBM Graphics N N Y 
Qume Sprint 11 series 21 Y Y Y 
Qume Letterpro 20 21 Qume Sprint 11 Y Y Y 
Silver-Reed 400/500/550 29 N N Y 
Silver-Reed 550 (proportional) 30 Y N Y 
Silver-Reed 770 49 Y Y Y 
Smith Corona TP-1 5 N N N 
Smith Corona D200/D300 66 Y N Y 
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Printer Feature Comparison (cont.) 


RJ & Subs & 

Printer Type Emulates Prop Prop Sups 
Star Micronics SG 10/15 64 N N Y 
Star Micronics SG 10/15 (IBM mode) 14 IBM Graphics N N Y 
Star Micronics Delta 10/15 PC 46 N N y 
Star Micronics Radix 10/15 64 N N Y 
Tandy Daisy Wheel II (Original) 51 N N Y 
Tandy Daisy Wheel II (Silver) 52 Y N Y 
Tandy Daisy Wheel II B (White) 53 Y Y ¥ 
Tandy Dot Matrix Printer 200 54 Y Y Y 
Tandy Daisy Wheel Printer 210 55 Y Y Y 
Tandy Colour Graphics Printer 220 56 N N N 
Tandy Daisy Wheel Printer 410 57 Y Y Y 
Tandy Dot Matrix Printer 420 58 Y Y Y 
Tandy Dot Matrix Printer 500 59 Y Y Y 
Tandy DMP 2100 (TRS mode) 60 Y Y Y 
Tandy DMP 2100 P (TRS mode) T3 Y Y Y 
Tandy - "Any Tandy Printer" 61 N N N 
Texas Instruments 850 23 N N Y 
Texas Instruments 855/865/857 24 Y Y Y 
Texas Instruments 857 (with colour) 71 Y Y Y 
Toshiba P-341, P-351 65 Y N Y 
Toshiba P-1340 45 Y N Y 
Toshiba P-1350, P-1351- 18 N N Y 
Typewriter Adaptors with auto LF 9 N N N 
Typewriter Adaptors with auto LF 74 N N N 
Communications Filter 255 


All printers do some sort of heavy print, except IBM Quietwriter 5201. 
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Printer Equivalents 


These printers have NOT been tested by Lifetree Software but 
the printer manuals indicate that the printer emulates one 

that we do support. Use the indicated printer type as a 
starting point. Changes can usually be made using Option 5 of 
the CONFIGUR program. Printer information sheets are avail- 
able from Lifetree customer service for some printers. 


Printer Printer Information 
Name Tes Type  Humiates .— — 8 
Alphacom Alphapro 101 12 Diablo 630 
Alphacom Aero 14 113M Graphics 
Amdek 5025, 5040, 5055 12 Diablo 630 

AMT Office Printer (Diablo mode) 12 Diablo 630 

AMT Office Printer (Qume 11 mode) 21 Qume Sprint 11 
Anadex WP-6000 (Diablo mode) 12 Diablo 630 
Apple Imagewriter 7 NEC PC-8023A-C 
Apple Laserwriter (Diablo mode) 12 Diablo 630 
Axiom Elite series 12 Diablo 630 
Axiom 1500/2000/2500 12 Diablo 630 
Axiom DX 2000/2500 12 Diablo 630 
Axiom GP-550 NLQ 12 Diablo 630 

BDS Laser 630/8 12 Diablo 630 
Brother M1009 4 Epson RX-80 
Brother DM5 & Epson MX-80 
Brother 2024L (WP mode) 12 Diablo 630 
Brother 2024L (DP mode) 17 Epson FX-80 
Businessland BL 45 LQ (NEC mode) 8 NEC 3550 

Canon A-40 14 IBM Graphics 
Canon LBP-8 A1/A2 (Diablo 630) 12 Diablo 630 
Centronics Printstation 240 (WP) 12 Diablo 630 
Centronics Printstation 240 (DP) 17 Epson FX 
Centronics Printstation 351 PC 14 IBM Graphics 
C. Itoh A-10 StarWriter 13 C.Itoh F-10 

C. Itoh F-10 PrintMaster 13 C.Itoh F-10 

C. Itoh 24 LQ (WP mode) 13 C.Itoh F-10 
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Printer Equivalents (cont.) 


Printer Printer Information 
Name Type Emulates Sheet Number 
Citizen MSP-10/15 4 Epson MX-80 

Citizen MSP-20/25 17 Epson FX-80 

Comrex ComRiter I 6 Brother HR-1 

Comrex ComRiter II 22 Brother HR-15 
Corona L300 4 Epson MX-80 
Dataproducts SPG 8010/8020 16 IDS Prism 132 
Dataproducts SPG 8011/8021 (colour) 26 IBM Colour Graphics 
Dataproducts SPG 8012/8022 (colour) 26 IBM Colour Graphics 
Dataproducts SPG 8012/8022 14 IBM Graphics 
Dataproducts SPG 8051/8071 (colour) 26 IBM Colour Graphics 
Dataproducts SPG 8052/8072 (colour) 26 IBM Colour Graphics 
Dataproducts SPG 8052/8072 14 IBM Graphics 
Datasouth Personal Printer I/II 4 Epson MX-80 

Diablo Advantage D25 12 Diablo 630 

Diablo Advantage D80IF 12 Diablo 630 

Diablo Companion P10I 4 Epson MX-80 

Diablo Companion P12CQI 4 Epson MX-80 

Diablo Companion 34LQ (WP mode) 12 Diablo 630 

Diablo Companion 34LQ (DP mode) 14 IBM Graphics 
Diablo P32CQI à Epson MX-80 

Diablo P38 4 Epson MX-80 

Diablo 36 12 Diablo 630 

Diablo 4045 (Diablo mode) 12 Diablo 630 

DTC Stylewriter 12 Diablo 630 

DTC 3802 12 Diablo 630 

Dynax DM5 4 Epson MX-80 

Dynax DM20 (WP mode) i 12 Diablo 630 

Dynax DM20 (DP mode) 17 Epson FX-80 

Dynax DM40 (letter quality) 12 Diablo 630 

Dynax DM40 (draft) 17 Epson FX-80 
Epson FX-80/100 Plus 17 Epson FX-80 

Epson RX-80/100 Plus D Epson RX-80 
Ericsson 4511/4512 14 IBM Graphics 

Facit 4512 (Epson/IBM mode) 14 IBM Graphics 
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Printer Equivalents (cont.) 


Printer Printer Information 
Name Type Emulates Sheet Number 
Fortis DM20 (WP mode) 12 Diablo 630 
Fortis DM20 (DP mode) 17 Epson FX-80 
Fujitsu DPL24 I 14 IBM Graphics 
Fujitsu DPMG9 (Type I) 14 IBM Graphics 
Fujitsu DPMG9 (Type F) 17 Epson FX-80 
Fujitsu SP320 12 Diablo 630 
Fujitsu SP830 (parallel) 13 Qume 5 *. 136 
Fujitsu SP830 (serial) 12 Diablo 630 
GENICOM 3014/3024 (IBM mode) 14 IBM Graphics 
GENICOM 3014/3024 (Okidata mode) 10 Okidata Microline 
GENICOM 3310/3310 Colour (Diablo) 12 Diablo 630 
GENICOM 3310/3310 Colour (IBM mode) 14 IBM Graphics 
GENICOM 3304 (Epson mode) 4 Epson MX-80 
GENICOM 3410 14 IBM Graphics 
Hermes Personal Computer Printer 1 4 Epson MX-80 
Hewlett Packard 2603 12 Diablo 630 
IBM 5218 Displaywrite Printer 20 Wheelprinter *-188 
IDS Microprism 480 16 IDS Prism 132 TOG 15 
IDS Prism P-80 16 IDS Prism 132 * 104 
Imagen ImageStation (Diablo mode) 12 Diablo 630 
Imagen ImageStation (Qume Sprint) 21 Qume Sprint 11 
Imagen ImageStation (Epson FX) 17 Epson FX-80 
Imagen ImageStation (IBM Graphics) 14 IBM Graphics 
Juki Model 6000 47 Juki 6100/6300 
Mannesman Tally 180 19 MT 160 
Mannesman Tally Spirit 80 4 Epson MX-80 
NEC elf 350 8 NEC Spinwriter 3550 
NEC elf 360/370 (Diablo mode) 12 Diablo 630 
NEC elf 360/370 (NEC mode) 11 NEC 3530 
NEC 2015 Spinwriter Te Diablo 630 
NEC 3515 Spinwriter 12 Diablo 630 
NEC CP-2/CP-3 Pinwriters 17 Epson JX-80 
North Atlantic Qantex 7020 4 Epson MX-80 
North Atlantic Qantex 7035/7065 WP 12 Diablo 630 
. North Atlantic Qantex 7035/7065 DP 4 Epson MX-80 
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Printer Equivalents (cont.) 


Star Micronics SD 10/15 (IBM mode) 14 


Star Micronics SR 10/15 


Star Micronics SR 10/15 (IBM mode) 14 


Printer Printer Information 
Name Type Emulates Sheet Number 
OASYS Laserpro (Diablo mode) 12 Diablo 630 

OASYS Laserpro (NEC mode) 8 NEC Spinwriter 3550 
OASYS Laserpro (Epson mode) 17 Epson FX-80 

OASYS Laserpro (Qume mode) 21 Qume Sprint 11 

OASYS Laserpro (HPLaserJet mode) 35 HPLaserJet 

Okidata Okimate 20 14 IBM Graphics 

Okidata 82a, 83a 10 * T 
Olympia Compact RO 12 Diablo 630 | 
Output Technology OT-700 4 Epson MX-80 

Panasonic KX P-1090 4 Epson MX-80 

Panasonic KX P-3131/3151 12 Diablo 630. 

Primages I 12 Diablo 630 

Primages 90/100 12 Diablo 630 

Printek 930, 935 12 Diablo 630 

Qume 5 13 * 1326 
Sanyo PR-5000 29 Silver-Reed 500 

Sanyo PR-5500 30 Silver-Reed 550 

Siemens PT-88, PT-89/02 (IBM) 14 IBM Graphics 

Star Micronics Gemini 10/15 4 Epson MX-80 * 159 
Star Micronics SD 10/15 64 Star Radix 10/15 


IBM Graphics 
Star Radix 10/15 
IBM Graphics 


Televideo 720/750 12 Diablo 630 

Tandy DMP 430 (IBM mode) 20 IBM Wheelprinter 5216 
Tandy DMP 430 (Tandy mode) 58 Tandy DMP 420 

Tandy DWP 510 | ul Tandy DWP 410 

Texas Instruments 850/860 XL 25 TI 850 


WP = Word processing mode DP = Data processing mode 


D-18 


Character Set Quick Reference (0 - 127) 


To determine the ASCII decimal number of a character: Find 
the character on the chart. Take the "Decimal Value" that 
appears at the top of its column, and ADD the "Decimal Value" 
that appears to the left, on the same row. If you need to use 
the hexadecimal.value, the Hex value at the top is the first 
digit, and the hex value to the left is the second digit of 

the two digit number representing that character. Thus the 
letter Z is 90 decimal, and 5A hex. 
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CHARACTER SET REFERENCE CHART 
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CHARACTER SET REFERENCE CHART 
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APPENDIX E 
Using the Utilities from DOS 


The utility programs described in Chapter 10 provide powerful 
conversion capabilities. However, with some systems that do 
not have a lot of RAM, or where RAM-resident programs are 
taking up space, the utility programs may not run successfully 
from the menu. Apart from adding more RAM, you have the 
option of running the utility programs from the DOS command 
line. Note that you must exit to DOS from the Main Menu 
using X before you run these programs. 


The programs all exist as executable program files on your 
Utilities diskette, or in your Volkswriter directory, on a 
hard-disk system. To use any of these programs, simply exit 
to DOS. Make the drive containing the utility programs the 
default drive. Then type the program name, without the .EXE 
extension, and the parameters required. If you do not supply 
all the required information, the program will prompt you, or 
show you an example. 


Here are the Utilities Menu options that you can run from 
DOS, with the names of the program files. 


B - VW to DCA RFT VW3TORFT.EXE 
C - DCA RFT to VW VW3FMRFT.EXE 
D - VW to WordStar VW3WS.EXE 
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E - Wordstar to VW VW3WS.EXE 


F - Create readable copy of VW3DICT.EXE 
personal dictionary 


G - Update personal dictionary VW3DICT.EXE 
from PERSONAL.LEX 


H - Create readable hyphen VW3TOHYP.EXE 
exception dictionary 


I - Update hyphen dictionary VW3FMHYP.EXE 
from HYPHEN.LEX 


DCA RFT CONVERSIONS 


To run the DCA RFT converter programs from DOS, you 
simply enter the name of the program, followed by the name 
of the file you want to convert. For example, to convert a 
Volkswriter file named TEST.TXT to DCA RFT format, the 
command reads: 


VW3TORFT TEST.TXT 


If, as in this example, no name is given for the converted file, 
it will be given the same name as the original file, with the 
extension .RF, if you are converting to DCA RFT format, or 
the extension .VW if you are converting to Volkswriter. 


WORDSTAR CONVERSIONS 


One program converts both to Volkswriter format from Word- 
star, and from Volkswriter to Wordstar. The complete command 
includes the name of the program, the name of the file you 
want to convert, the (optional) name you want for the con- 
verted file, and a letter indicating whether the original file is 


E-2 


APPENDIX 


a Volkswriter file (V) or a Wordstar file (W). You may include 
a path with the file names. 


For example, to convert a document named TEST.TXT from 
Volkswriter format to Wordstar format, the command would 
read: 


VW3WS TEST.TXT V 


If, as in this example, no name is given for the converted file, 
it will be given the same name as the original file, with the 
extension .WS, if you are converting to Wordstar format, or 
the extension .VW if you are converting to Volkswriter. 


PERSONAL DICTIONARY CONVERSIONS 


To use the personal spelling dictionary converter 
VW3DICT.EXE, you must specify whether you are converting 
from the Volkswriter dictionary to a readable file (R), or from 
a readable file to the personal dictionary (W). In addition, 
you must supply the drive and path where the program will 
find your personal dictionary file, which is named VW3.A02. 
Each of the elements of this command must be separated by a 
space. 


So if your dictionary file (VW3.A02) is in C:\VW, the com- 
mand to create a readable text file (PERSONAL.LEX) is 


VW3DICT R CNVW 


To convert a PERSONAL.LEX file, and create VW3.A02 in 
C:\VW, enter the command: 


VW3DICT W CAVW 


The PERSONAL.LEX file will be looked for or created in the 
default drive and directory. 
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HYPHENATION DICTIONARY CONVERSIONS 


To use the hyphen exception dictionary converters 
VW3TOHYP.EXE and VW3FMHYP.EXE, you must specify the 
drive and path where the program will find your hyphen 
exception dictionary, which is named VW3.A05. The elements 
of this command must be separated by a space. 


So if your dictionary file (VW3.A05) is in C:\VW, the com- 
mand to create a readable text file HYPHEN.LEX is 


VW3TOHYP C:\VW 


To convert a HYPHEN.LEX file, and create VW3.A02 in 
C:\VW, enter the command: 


VW3FMHYP CAVW 


The HYPHEN.LEX file will be looked for or created in the 
default drive and directory. 
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Program Information 


Volkswriter 3 detects all error conditions caused by disk 
failures, leaving a disk drive door open, etc. It then issues a 
message on the Status Line that indicates the probable cause 
and asks if you want to Retry? (Y/N). It is always safe to 
reply Y, retry, if you have NOT switched diskettes. If 
repeated retries do not resolve the error condition, then reply 
N and you will be given an explanation of the significance of 
the error. 


CAUTION: Any Status Line error message that ends with 
"RETRY? (Y/Ny" is a Volkswriter 3 interpretation of a DOS 
message. NEVER switch diskettes at this point. 


Volkswriter 3 uses as much RAM memory as is available, until 
it fills up; text then spills to the swapping files named 
VWTAB.$$$ and VWPAG.$$$ (different names are used with 
TopView). With disk spilling, the maximum document size is 
limited by the disk space available, up to 1 megabyte. 


Disk spilling is done according to a virtual memory demand 
paging algorithm, with least recently used swapping; this 
guarantees maximum performance while editing. Extra mem- 
ory beyond 256K is strongly recommended for improved per- 
formance. 
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THE VOLKSWRITER FILE FORMAT 


Volkswriter 3 is intended to be as compatible with other DOS 
software as possible (see Appendix B). You may find the 
following additional technical information useful if you are 
considering using Volkswriter 3 to display results from files 
written by other programs, or as a text editor for another 
program. 


A DOS file written by Volkswriter 3 is identical to a file 
written by EDLIN, the DOS line editor. A file is organized 
as lines. At the end of every line there is a carriage return 
(ASCII 13) and a line feed (ASCII 10) character. At the end 
of the entire file there is an end-of-file marker (ASCII 26). 
The last sector in the file is padded with extra end-of-file 
characters. 


Volkswriter 3 uses the following ASCII decimal codes for 
specific purposes: 


Line Feed (10) — To space paper vertically. 

Carriage Return (13) — At the end of every line. 

End of File (26) — Written at end of file. 

Paragraph sign (20) — Used to end a paragraph or short line. 
Horizontal bar (22) — Used as a soft hyphen. 

Null (00) — Represents a forced space; displays and prints 
as a blank. 

Up arrow (24) — Denotes superscript. 

Down arrow (25) — Denotes subscript. 

Playing card symbols (3,4,5,6) — Denote the four fonts. 
Up/down arrow (18) — Denotes boldface. 

Left corner (28) — Denotes strikethrough. 

Left/right arrow (29) — Denotes shadowprint. 

Down arrowhead (31) — Denotes underlining. 

Reserved — All others 00-31. 


If you export a Volkswriter file using the Export option of the 
Utilities Menu, these characters will be removed. ~ 
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If you use the embedded command, ..VERB(atim), all the 
above codes can be sent to the printer without interpretation, 
and you may use any of them in your text. 


The ..CMD statement sends the data on the same line as the 
command to the printer without interpretation. If a paragraph 
sign is present at the end, a Carriage Return is also sent, 
otherwise no Carriage Return or Line Feed is sent. 
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Using Volkswriter 3 
With IBM's Topview 


Installation 


In TopView, Volkswriter requires 230K of memory, and more 
for large files. A hard disk system is recommended, and you 
must first complete installation of Volkswriter 3 on your hard 
disk, as described in the installation card. You must also have 
completed the installation of TopView. 


The Volkswriter 3 diskette includes a .PIF file that helps with 
the installation process. The procedure is as follows: 


1. From the TopView "Start a Program" menu, select the "Add 
a Program to Menu" option. 


pu When the "Add a Program" screen appears, choose "Other." 


3. In the "Program Location" menu, type the following in 
response to the prompt for a "path": 


C:\VW3 
and then press Enter. 


This assumes you have a hard disk designated C, and VW3 
is the name of the directory where Volkswriter 3 resides. 
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Modify this line if necessary to tell TopView the drive and 
directory where you have your Volkswriter 3 program files. 


4. When the "Add Other" box appears, press Button 1, and 
then press Button 2. 


S. Press Button 2 again to quit "Add A Program." 


When the "Start a Program" menu appears, you will now see 
Volkswriter 3 listed. To start Volkswriter 3, simply select it 
from the menu and press Button 1. 


Using Volkswriter with TopView 


Using Volkswriter 3 with TopView will provide some new 
capability. For exampie, if you computer has enough RAM, 
you may be able to have Volkswriter running in one window, 
and a different program running in another. This will allow 
you to, for example, edit in one window and communicate 
with a computer system in another. 


There are several things to keep in mind when using Volks- 
writer 3 with TopView. 


Cursor and Pointer — If you have selected the keyboard as 
your TopView pointing device, the cursor keys will also 
control the TopView pointer. Press and release the Ctrl key to 
toggle back and forth between cursor control and pointer 
control. 


If you are using a mouse, it will control the pointer, but the 
cursor movement keys must be used to control the cursor. 


Spill Files — Volkswriter 3 will maintain separate spill 
files for documents you have open simultaneously. Because 
of the separate spill files, be sure to exit Volkswriter 

using the X option of the Main Menu. If you end your 
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Volkswriter sessions via the "Quit" option in the TopView 
Menu, or by turning off your computer or performing a "sys- 
tem reset," your disk may become cluttered with spill files. 
Spill file names contain additional characters to identify the 
multiple spill files. 


Cut and Paste — You can copy text from a document in one 
window to a document in another. Be sure to follow this 
procedure carefully: 

1. Move the cursor to the block you want to copy. 

2. Press Button 3, and select "Scissors." 


3. Select "Copy" 


4. Move the pointer to the start of the block you want to 
copy, and press Button 1. 


S. Move the pointer to the end of the block you want to 
copy, and again press Button 1. Press Button 1 again to 
"Confirm." 


6. Press Button 3 twice, to change the active window. 

7. Move the CURSOR to the exact position where you want 
the first character (the upper left corner) of the block you are 
moving. 

8. Then move the POINTER so that it exactly overlies the 
cursor (if the keyboard is your pointing device, press Ctrl first 
to change the cursor keys to pointer- movement keys). 

9. Press Button 3, and select "Scissors." 


10. Select "Paste." 


11. Press Button 1, without moving the cursor or the pointer, 
to establish the position of the copy. 
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12. Then press Button 1 again, and the copy will be made. 


You may make multiple copies of the marked block by repeat- 
ing Steps 7 through 12. However, you can not use the Cut 
function to move a block. 
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APPENDIX H 
If You Have a Problem 


Before you call Lifetree Software's customer service line, 
please study this trouble-shooting guide. You may find the 
answer here and save yourself a phone call. 


First determine the problem and consult the proper section. 


Section 1 
Section 2 
Section 3 
Section 4 
Section 5 
Section 6 
Section 7 
Section 8 
Section 9 
Section 10 
Section 11 
Section 12 


Minimum hardware/software requirements 
System start-up 

Program lock-up, system slow-down 
Scrambled or empty files 

Tabs, margins, layouts and reformat 
Printer problem checklist 

General printing problems 

Incorrect Printouts 

Proportional spacing 

Justification 

Serial printers 

TextMerge 


If after studying this trouble-shooting guide you still have a 
problem, please fill out the Customer Service Report Form at 
the back of this manual before calling Lifetree Software’s 
Customer Service Hotline: 


(02403) 28091 
9:00 a.m. - 5:30 p.m. 
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Section 1 - Minimum Hardware/ 


To 


Software Requirements 


run Volkswriter 3 you must have an IBM PC or IBM 


PC-compatible computer with: 


I+ I+ 


IE ik 


HERE 


at least 256K RAM (some computers require more) 

two double-sided diskette drives or one diskette drive and 
a hard disk 

80-column display, color or monochrome 

PC-DOS (Disk Operating System) or MS-DOS, version 2.0 
or later (version 3.0 or higher for print queueing) 

your Volkswriter 3 diskettes 

if you want to print, a printer or typewriter with an 
adapter 


Section 2 - System Start-Up 


1. PROBLEM: Typing of VW3 at DOS prompt or trying to 


execute the program from the AUTOEXEC.BAT file results 
in the message "Run INSTALL first." 


CAUSE: The INSTALL procedure has not been executed. 


SOLUTION: Run the INSTALL procedure (see the instal- 
lation card with your diskettes). 


. PROBLEM: Typing VW3 at the DOS prompt or trying to 


execute the program from the AUTOEXEC.BAT file results 
in the message: "Bad Command or Filename." 


CAUSE: The Volkswriter 3 Program diskette is not in the 
default drive. 


SOLUTION: Before bringing the Volkswriter 3 program 
up, be sure the DOS prompt indicates the drive where the 
working Volkswriter 3 Program diskette resides. 
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Section 3 - Program Lock-Up, 


System Slow-Down 


1. PROBLEM: Program seems to be locked up, cursor returns 


to top of screen, keys do not respond, and eventually a 
beep is heard on each keystroke. You can determine if 
this is your problem by watching the cursor. It will move 
to the next position about every 15 seconds. 


CAUSE: If the printer is not turned on or not properly 
attached, hitting PRTSC (PRINT SCREEN) causes the com- 
puter to try to print the screen display one character at a 
time, very slowly. Volkswriter has no control over the 


"PRTSC function. The cursor will move extremely slowly 


through the text on the screen. Keys pressed while the 
system is trying to print the screen may later display on 
the screen when the PRTSC is "completed." 


SOLUTION: Attach your printer and/or make it ready. If 
your printer is not attached and turned on and the problem 
occurs, you can wait until the cycle is finished. You 

can also reset the system, but if you do, all changes 

that you have made since the last time you stored your 
document will be lost. 


2. PROBLEM: Program seems to be locked up. The cursor is 


QM CE eR 


blinking, but keys do not respond and message on Status 
Line says "Printing." 


CAUSE: You pressed Alt-Fl1 to print, and the printer is 
not ready, or not attached. 

SOLUTION: Connect the printer cable, turn the printer 
on, and be sure it is "on line." 
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3. PROBLEM: The program is running very slowly. 


' CAUSE: You are editing a document not created by 
Volkswriter, or a document that does not contain 
paragraph-end symbols, and you have not indicated this by 
using an asterisk for the right margin in the ruler line. 


SOLUTION: When editing files created by other programs, 
or if you want to have no paragraph-end symbols in your 
document, be sure to use an asterisk as the right margin on 
your ruler line (F9 key). This will speed up the program. 
See Appendix B. 


Section 4 - Scrambled or Empty Files 


1. PROBLEM: The files on my data disk are scrambled, and 
doing a CHKDSK on the disk shows files are cross-linked. 


CAUSE: You placed your spill files on the same disk as 
your data files. While editing, you removed the data 
diskette containing the spill files without storing the file 
first. 


SOLUTION: See your DOS manual for information on using 
CHKDSK when you have cross-linked files. Run CON- 
FIGUR and place spill files with your program. If you 
must have spill files on your data diskette, DO NOT 
SWITCH DISKETTES UNTIL AFTER YOU STORE A 
DOCUMENT. 


Section 5 - Tabs, Margins and Layouts 


]l. PROBLEM: Pressing the F8 key to reformat the text 
compresses more text than desired. 


CAUSE: Reformatting with F8 stops when the paragraph 
symbol is encountered. 
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SOLUTION: Always enter a paragraph sign (with the 
Enter key) at the end of each paragraph, and at the end of 
individual short lines, such as each line of an address. Turn 
on special-effect markers with Ctrl-F3 to see the paragraph 
symbols. 


If you do not want to use the paragraph symbol, set the 
right margin with a * (asterisk). You can then insert 
paragraph end signs when you do want them with Ctrl-T. 
Or turn off reformatting in all layouts used with the 
document. See Appendix B. 


PROBLEM: Formats created with earlier versions of 


Volkswriter (1.2, 1.3) no longer work with the earlier 
version. | 


CAUSE: Volkswriter 3 can retrieve formats created by 
Volkswriter and convert them to layouts, but layouts stored 
by Volkswriter 3 can not be retrieved by Volkswriter. 


SOLUTION: Save your old formats on a separate disk in 
case you want to use them with earlier versions of Volks- 
writer. 


PROBLEM: Text extends beyond my right margin, or falls 


far short. 


CAUSE: Proportional spacing is set to Yes in your layout. 
Proportional spacing only shows when you print, since 
screen characters are of fixed size. But the correct number 
of proportional characters per printed line will display on 
each screen line. Although the right margin on the screen 
will be ragged, when printed the text will be even. 


H-S 


VOLKSWRITER 3 


Section 6 - Printer Problem Checklist 


If your printer doesn't print or prints scrambled text, check 
the following: 


1. Is the printer turned on? 

2. Is the cable securely attached at both ends? 

3. Are the printer DIP switches set to correspond with the 
desired options as described in the manufacturer’s manual? 
4. If using a serial printer, have the asynchronous 
communication parameters been set using the DOS MODE 
command before entering Volkswriter 3? 


Before you call us with a printer problem, please perform the 
following test to determine if your printer is properly 
connected and operational: 


1. Turn the printer off and then on again. 
2. Exit Volkswriter 3 or do a system reset to bring up the 
DOS prompt. 
3. If you are using a serial printer, issue the appropriate 
DOS MODE command. 
4. Issue the DOS command DIR. 
5. While depressing the Shift key, press the PRTSC key. 
6. If the printout is unsuccessful, and you have a: 

- parallel printer, consult your dealer. 

- serial printer, see Section 11 on serial printers. 
7. Once you have a good printout, return to Volkswriter 3 
and retry printing. 


Section 7 - General Printing Problems 


1. PROBLEM: The font or color you have selected is not 
activated. 


CAUSE: Volkswriter 3 comes ready to use black and red 
ribbons on letter-quality printers, four colors on most color 
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printers, and normal type and italics on printers capable of 
italics. The other fonts are available for your definition. 


SOLUTION: Be sure your printer number is correct (see 
Appendix D). Run the CONFIGUR program. Indicate 
that you have two or more fonts, and then enter the 
printer codes required for other styles or colors you wish. 
Call Customer Service for details. 


2. PROBLEM: Columns don't line up on my printout, even 
though they line up on the screen. 


CAUSE: When using proportional spacing, different 
characters have different widths, but this is not indicated 
on the screen. 


SOLUTION: Change to a layout Proportional, Spacing turned 
off for columns and tables. You should. also turn off 
reformatting for layouts you use to enter columns of 
numbers. Some printers have control codes for setting | 
horizontal tabs. These can be embedded using ..CMD 
commands. 


3. PROBLEM: When using single sheets of paper, printing 
continues even if I hit Alt-F10 to cancel. 


CAUSE: The AIlt-FI0 is taken as "Pressing any key" to 
continue. 


SOLUTION: Press Alt-F10 twice to cancel when printing 
single sheets. 


4. PROBLEM: An embedded coramand is printing on my 
hard copy. 


SOLUTION: Make suve that your dot-dot. command begins 


in Column | of a blznk line. Use the F3 key to move 
cursor to Column !. 
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5. PROBLEM: Escape code sequences that I have embedded in 


my text file don't have the desired effect, or are printed 
» on hard copy. 


CAUSE: The escape code is incorrect and your printer is 
printing it because it doesn't know what else to do with it. 
Also, Volkswriter 3 overrides some escape code sequences 
(call Customer Service for details). 


SOLUTION: Check your printer manual for allowable 
escape codes. 


Section 8 - Incorrect Printouts 
1. PROBLEM: Files are scrambled when printed, but display 


r3 


properly on the screen. 


CAUSE: You have a file with the filename PRINT with 
the same extension as your data file, but this PRINT file is 
not a printer translation table. | 


SOLUTION: PIRINT.xxx is a reserved filename for printer 
translation tables only, rename any PRINT.xxx files that are 
not printer translation tables. | 


PROBLEM: Printout is incorrect. 


CAUSE: You may be using the wrong layout or the wrong 
Printer Type in your layout. 


SOLUTION: Make sure your layouts specify the correct 
printer type (see Appendix D). 


3. PROBLEM: Printer will not do justification, proportional 


spacing, underlining, bold print, shadow print, etc. 


CAUSE: You are trying to do something your printer is 
not capable of doing, or trying a combination of special 
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effects not supported by your printer. Or you have not set 
the printer DIP switches to access the function you are 
trying to perform. Or you have not put on the correct 
printwheel, thimble, or element to perform the desired 
function. Some printers require installation of a special 
word-processing option. | 


SOLUTION: Check your printer manual to see what fea- 
tures your printer supports and in what combinations. Be 
sure the DIP switches are set correctly, the correct 
hardware is installed on your printer, and the word 
processing firmware is installed. 


4. PROBLEM: Headers and footers are not printing. 


CAUSE: The text starting line and text ending line in 
your layout are set incorrectly, or you have Pagination set 
to "N". 


SOLUTION: The line numbers in your headers must be 
less than the text starts line in your layout. The line 
numbers for your footers must be greater than the text 
ending line. 


Pagination in your layout must be set to "Y" to activate 
headers, footers, page numbers, and page breaks. 


5. PROBLEM: Subscripts and superscripts don't work. 


CAUSE: Certain combinations of printing modes override 
subscripts and superscripts, especially when combined with 
proportional spacing or letter-quality mode. Or you may 
have the wrong Printer Type indicated in your layout. 


SOLUTION: Check your printer manual for combinations 
of printing modes to see which ones are allowed. Check 
your layout for the Printer Type. 
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6. PROBLEM: My printouts contain extraneous characters 
thrown into the text, especially on the upper left corner. 


CAUSE: You may be using the wrong printer type, 
or the DIP switch settings may be wrong. Or you may be 
using the table for a printer that yours emulates. 


SOLUTION: Check to see that you are using the correct 
printer type, and if so, then check the DIP switch settings. 
If you are having trouble using an emulated printer, call 
Customer Service for information. 


7. PROBLEM: The lines on my printout spill over onto the 
next line; and the following line is one below where it 
should be. 


CAUSE: There are more characters on a line in your 
document than your printer can print on one line. The 
left border margin indicated in your layout plus the 
maximum number of characters per line exceeds the capa- 
city of your printer. 


SOLUTION: Check the total length of the line, and reset 
the margins as necessary. Use global reformat to adjust 
lines throughout your document. 


8. PROBLEM: Print-outs are all double-spaced even though 
the line-spacing is set to "Line spacing - 1" in the layout. 


CAUSE: The printer is issuing an automatic line feed. 


SOLUTION: Set the printer DIP switch so that the printer 
doesn’t automatically issue a line feed after every carriage 
return. If you are using a typewriter, be sure to use 
Printer Type 9 in your layout. 


9. PROBLEM: My printouts have no spaces between paragraphs 
even though they display on the screen. 
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CAUSE: The printer discards successive line feeds. 


SOLUTION: The typewriter requires modification so as to 
honor all line feed characters sent by Volkswriter 3. Or 
you can type an unprintable character (for example, 
Shift-6, with most typewriters) on any line you want to be 
blank. | 


10. PROBLEM: Special characters (ASCII characters 128 to 255) 
are displayed on the screen, but they do not appear in the 
printed text. 


CAUSE: Most printers do not have the full extended DOS 
ASCII character set (see Chapter 12). If your printer does 
have the full character set, you need to be sure there is no 
PRINT.xxx file active. 


Section 9 - Proportional Spacing 


1. PROBLEM: Your layout specifies proportional spacing, but 
printed lines are very uneven in length. 


CAUSE: When you created the document, the current 
layout did not specify Proportional Spacing. The 
VWPR .PRP table may also be missing. 


SOLUTION: Retrieve the document and make sure its 
layout specifies proportional spacing and the correct printer 
type. Then use global reformat. 


If the VWPR .PRP table is missing, copy it from the 
original disks to your Volkswriter Program disk (see 
Appendix D). 


2. PROBLEM: Proportional spacing printout is non- 
proportional, or the printout is scrambled. 
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CAUSE: There are four things that need to be addressed 
before proportional spacing will work: 


- Your printer must be capable of doing proportional 
spacing. 


- The printer may require setting a DIP switch or front 
panel switch or knob to activate proportional spacing. 


A special proportional thimble or printwheel usually 
needs to be installed on the printer. 


A proportional spacing table for your thimble or print- 
wheel must be resident on the same diskette as your 
associated printer table. This table is called 

VWPR .PRP and contains the number of Horizontal 
Motion Units necessary to print each proportional 
character. If necessary, one can be created using 

the CONFIGUR program. 


Section 10 - Justification 


l. 


e 


PROBLEM: Justification does not show on the screen. 


CAUSE: Justification only appears on the printout. 
Microjustification can not be displayed on the screen as the 
screen spaces are standard size. 


PROBLEM: Justification is not correct. 
CAUSE: Justification and proportional spacing have both 
been specified and your printer is not capable of doing 


both in combination. 


SOLUTION: Choose the feature you idus and select only — 
that one. 
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. PROBLEM: Justification does not occur. 


CAUSE: Either your right margin on your ruler line is too 
close to the left so Volkswriter 3 cancels justification, or 
your right margin is too far to the right, which would put 
too many spaces between words, so your printer refuses to 
justify. | 


SOLUTION: Check your ruler line for the right margin 
settings and reformat (F8) any text that extends beyond the 
right margin. Check the left margin in your layout. Check 
your printer manual for printer tolerances. 


. PROBLEM: My centered titles or short lines are being 


justified. 


SOLUTION: Put paragraph-end symbols (press Enter) at the 
end of each of these lines to prevent justification. Check 
by displaying special effect markers (Ctrl-F3). 


Section 11 - Serial Printers 


i 


PROBLEM: My serial printer is producing scrambled text. 


CAUSE: You may not have set the asynchronous commu- 
nications parameters with the DOS MODE command before 
you entered Volkswriter 3. Or the serial parameters in your 
DOS MODE command do not match your DIP switch set- 

tings on your printer. 


SOLUTION: Either change the DOS MODE command to 
match your DIP switch settings or change your DIP switch 
settings to match your DOS MODE command. 


. PROBLEM: My serial printer produces scrambled text or 


drops characters. 
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CAUSE: You may be overflowing the printer buffer, or 
the printer cable may be incorrect for your printer. 


SOLUTION: Slow down the baud rate, be sure to modify 

your DIP switches and your DOS MODE command, and be 
sure your cabling is correct. Be sure you have selected one 
of the "Serial Printer" options, COMI, COMO, or COM3, so 
that hardware "handshaking" can occur. 


3. PROBLEM: My serial printer doesn't print or only prints 


after I do a SHIFT-PRTSC. 


CAUSE: One or more of the following could be the 
problem: | 


= The DOS MODE command was not included in the 
AUTOEXEC.BAT file (MODE.COM must be included on 
the program disk number 1). 


= The Serial Printer was not selected. n 


m The DIP switches on your printer don't match the MODE 
parameters in your AUTOEXEC.BAT file. 


Section 12 - TextMerge: 


l. 


PROBLEM: TextMerge is not working. 


SOLUTION: See Chapter 9 for a TextMerge checklist. 


. PROBLEM: Text does not display on the screen as it is 


being printed out, and it is not reformatted on the hard 
copy. 


CAUSE: You have an asterisk as the right margin in your = 
layout. 


SOLUTION: Change the asterisk to a forward slash. 


H-14 


INDEX 


LIFETREE 


SOFTWARE INC. 


INDEX 


Index 


Q sign, 5-9, 9-5 

# symbol (layouts), 6-13 
* symbol (layouts), 6-13 
+ sign, 6-12 

. symbol (layouts), 6-13 
/ symbol (layouts), 6-13 
V symbol (layouts), 6-13 
1-2-3, B-2 

43-line mode, A-7 

$$$ files, F-1 


A 


Accept (A), See Spelling Menu 
Addition, 9-1, 9-4 
Advanced editing 
Ctrl- Enter, 8-10 
Ctrl-Z, 8-11 
DOS files, 8-13, 8-14 
Find command, 8-1 
Global delete, 8-2 
Horizontal scrolling, 8-10 
Replace command, 8-2, 8-3 
Special cases, 8-10 
Special characters, 8-12 
All pages (A), See Document 
Options Menu 
Alphabetical sorting, 9-27 
Alt-F1 (Print), 4-14 
Alt-F2 (Read), 4-15 
Alt-F3 (Insert line), 4-11 
Alt-F4 (Delete to End of Line), 
4-6 
Alt-F5 (Move Block), 4-12 
Alt-F6 (Copy Block), 4-5 
Alt-F7 (Replace), 4-17 
Alt-F8 dise Block), 4-6 
Alt-F9 (Center), 4-5 
Alt-F10 (Exit), 4-8, 7-8 
Alternate character set, 12-14 
Alternate fonts, 7-15 
Alt keys, 3-2 
Customizing assignments, 


12-10, 12-11 
Modifying assignments, 12-11, 
12-12 


Append block to file, 4-2 
Arrow keys, 3-2 
Cursor-down, 3-2 


Cursor-left, 3-2 
Cursor-right, 3-2 
Cursor-up, 3-2 
ASCII characters 
Boldface, 8-12 
Character Set, H-12 
Decimal code, 12-2 
Entering in a file, 8-12 
Extended codes, 12-6 
File Format, 11-13, B-1, B-3, 
F-2 
Font 1, 8-12 
Font 2, 8-12 
Font 3, 8-12 
Font 4, 8-12 
Shadowprint, 8-12 
Soft hyphen, 8-12 
Strikethrough, 8-12 
Subscript, 8-12 
Superscript, 8-12 
Underline, 8-12 
ASCII codes, 7-22, 12-3, 12-4, 
12-10, 12-14, 12-17 
Conversion Table, D-19, D-20 
Decimal Codes, 7-22, 12-16, 
12-23, F-2 
Decimal Numbers, D-19, D-20 
Extended, 12-24 
File format, 11-13, B-1, B-3, 


F-2 
Normal, 7-22 
Symbols, F-2 


Verbatim, 7-22 
Assembler, B-3 
Asterisk, 4-16 
Asynchronous Communications 
Adapter, 7-7 
AUTOEXEC.BAT, A-6, A-7, A-8, 
C-1, C-2, C-3, H-2, H-16 
Automatic backups (Preferences 
Menu), 3-12, 4-14 
Automatic horizontal scrolling, 
8-10 
Automatic hyphenation 
(Preferences Menu), 3-11, 4-14, 
5-1, 5-9 
Automatic reformatting 
(Preferences Menu), 3-11, 3-8, 
3-9, 4-14 
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B 


Background printing, 7-12 
Backslash, 11-12 
Backslash (TextMerge), 11-4, 
11-12 
Backspace key, 3-5 
Backup copies 
Automatic, 7 
Diskette, 7, 8 
Program diskette, 1-1 
-BAK files, 7 
.BAS files, B-3 
Base document, 11-1, 11-3, 11-8, 
11-11 
Merge file variables, 11-11 
BASIC, B-4 
LOAD command, B-4 
MERGE command, B-4 
OPEN statement, B-4 
WRITE statement, B-4 
Baud rate, H-15 
Beep on errors (Preferences 
Menu), 3-12, 4-14 
Beginning of line, 4-4 
Blocks 
Begin block, 4-2 
Change fonts, 8-5 
Check spelling, 8-5 
Columns, 4-3 
Copy, 8-4, 8-5 
Define, 8-5 
Delete, 4-6, 8-4, 8-5 
End block key, 4-7 
Marking, 3-10, 8-4 
Move, 8-4, 8-5 
Moving to another file, 8-7 
Notepad (Ctrl-F2), 8-7, 8-8 
Reformat, 4-3 
Reverse video, 4-7 
Store (Ctrl-F10), 4-3, 8-7 
Boilerplate, 7-20, 7-33, 7-35 
Boldface, 7-14, 7-16, 8-12, 
See also Printing, See also 
Special Effects 
Bootable diskette, C-1 
Border margins, 7-28 
Brackets, 9-3 
Buffers, A-2, A-3, A-4 
Hardware, D-1 
Overflow, H-15 
Printer, 7-8 


C 


Cancel, See Reset 
Cancel all files (A), See Print 
Queue Menu 
Cancel current file (C), See 
Print Queue Menu 
Cancel named file (N), See Print 
Queue Menu 
Capitalize (C), See Spelling 
Menu 
CAPS LOCK key, 3-7 
CBASIC format, 11-13 
Centered 
Footers, 7-30 
Headers, 7-30 
Page numbers, 7-30 
Titles, 6-11 
Center (Alt-F9), See Help Menu 
Chaining, 7-20 
Change to uppercase (C), See 
Spelling Menu 
Characters 
Converting to ASCII, D-19, 
D-20 
Deleting, 3-6 
Extraneous, H-11 
Justification, H-14 
Multi-code, 12-20, 12-21 
Numeric, 9-3 
Overstriking, 4-20 
Single-code, 12-18, 12-19, 
12-20 
Uppercase, 3-7 
Characters per inch, 6-10 
Character codes 
Determining, 12-23, 12-24 
Character keys, 12-9 
Standard, 12-8 
Character: set 
ASCII, H-12 
DOS, H-12 
Downloading to printer, H-8 
Quick reference, D-19, D-20 
Character size, 6-9, H-11 
Characters per inch, 6-9, 
6-10 
Characters per line, 6-9 
Horizontal Motion Units, 6-10 
Pitch setting, 6-9, 6-10 
Units, 6-10 


INDEX 


Character size (C), See Layouts CONTINUE EDITING 
Menu A DOCUMENT (E), 2-9 
Club symbol, 4-10 Continuous forms (C), See 
CMD command, See Embedded Document Options Menu 
commands Conversion 
Columns, 8-4 Special effects, 10-5 
Alignment for math, 9-2 Converter programs 
Begin block, 4-3 DCA RFT, E-2 
Copying, 4-5, 8-6 DOS, E-2 
Define, 8-6 Copy 
Deletion, 4-6, 8-6 Blocks, 4-5 
Ending blocks for, 4-7 Columns, 4-5 
Marking blocks, 4-3 Status line message, 4-5 
Math entry, 4-12, 9-4, 9-5 Text, 4-5 
Moving, 4-12, 8-6 Correction pages 
Reverse video, 4-8 Printing, 7-9 
COMI, 7-6, D-1, H-15, H-16 CREATE A DOCUMENT (C), 
COM2, 7-6, D-1, H-15, H-16 See Main Menu 
COMS, 7-6, D-1, H-15, H-16 Cross-footing, 9-1, 9-15 
COMMAND.COM, A-2 Examples, 9-16 
Commands Summary, 9-17 
Cancelling, 4-18 CTRL-CURSOR, 3-3 
DOS, C-2 Ctrl- End, 3-4 
Dot dot, 7-16 Ctrl-F1 (Preferences Menu), 5-10 
Embedded, 4-4, 7-16 to 7-33, Ctrl-F2 (Notepad), 4-2, 4-13 
10-9, F-3 Ctrl-F3 (Display Marks), 4-19 
Compatibility Ctrl-F4 (Delete Line), 4-6 
1-2-3, B-2 Ctrl-F5 (Begin Column), 4-3 
Assembler, B-3 Ctrl-F6 (End Column), 4-7 
Compiler, B-3 Ctrl-F7 (Page), 4-11 
Dbasell, B-3 Ctrl-F9 (Math), 4-12 
DbasellI, B-3 Ctrl-F10 (Store), 4-19 
DCA RFT, B-2 Ctrl-Home, 3-4 
DESQview, B-3 Ctrl-Z, 8-11 
SuperCalc, B-2 CTRL key, 3-2 
VisiCalc, B-2 Current Drive, 1-11 
Volkswriter, B-2 Cursor, 5, G-2 
Wordstar, B-2 Cursor-down, 3-2 
Compiler, B-3 Cursor-left, 3-2 
Computer systems Cursor-right, 3-2 
Two-monitor, A-4 Cursor-up, 3-2 
CONFIG.SYS, A-3, A-4 Cursor movement 
CONFIGUR Program, 1-3, 1-6, Beginning of line, 4-4 
1-13, 6-16, 7-11, 7-16, A-3, Beginning of text, 3-4 
A-9, D-2, D-3, D-4, D-6, D-7, Ctrl- End, 3-4 
H-7, H-8 Ctrl-Home, 3-4 
Configuration Options, 1-5 Ctrl-PgDn, 3-4 
Hard disk system, 1-7 Ctrl-PgUp, 3-4 
Main Menu, 1-5 Down, 3-2 
Two diskette system, 1-7 End, 3-4 
Constants, 9-1, 9-10 End of line, 4-4 


End of text, 3-4 
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F3 (Help Menu), 4-4 
Go to line, 4-11 
Go to page, 4-11 
Home key, 3-3 
Keys, 3-4 
Large, 3-3 
Left, 3-2 
Next page, 3-4 
Next word, 3-3 
PgDn, 3-4 
PgUp, 3-4 
Previous page, 3-4 
Right, 3-2 
Scroll text, 3-4 
Up, 3-2 

Cut and paste, G-3, G-4 


D 


Daisy wheel printers, 6-9 

Foreign language 

capabilities, | 12-16 
Data files, 1-3 
Data sharing, A-10 
dBasell, 11-13, B-3 
dBaselli, 11-13, B-3 
DCA RFT format, E-2 
Decimal point character, 
4-14 
Decimal tabs, 6-13, 9-1, 9-2, 
9-5, 9-24 
Decimal tab character 
(Preferences Menu), 3-11 
Default printer, 6-16 
Default selections, 1-3 
Default style sheet, 2-5, 6-24 
Delete 

Block, 4-6 

Column, 4-6 

Global, 8-2 

Line, 4-6 

Rest of line, 4-6 
Delete block (Alt-F8), 4-6 
Delete key, 3-6 
Delete layout (Z), See Layouts 
Menu 
Delete line (Ctrl-F4), 4-6 
Delete punctuation (D), See 
Spelling Menu 
Delete rest of line (Alt-F4), 
4-6 


Delete word (F4), 4-7 
Deleting blocks 
Columns, 4-6 
Status line message, 4-6 
Text, 4-6 
DEL key, 3-6 
DELETE A DOCUMENT (Z), 
See Main Menu 
DESQview, B-3 
Devices 
Printing, D-1 
Diablo 630, 12-16 
Diamond symbol, 4-9 
Dictionary 
Files, A-2, E-3, E-4 
Hyphenation, 10-7, 10-8 
Hyphenation exception, 5-10, 
E-4 
Main, 5-8 
Number of entries, 5-8 
On-disk, 5-4, 5-7 
Personal, 5-8, 5-9, 10-5 
Temporary, 5-7, 5-8 
Updating, 5-4, 5-7 
DIP switches, 12-14, 12-16, H-6, 
H-10, H-12 to H-16 
Directory, 1-9 
Example, 2-2 
Figure, 2-2 
Path, 2-3 
Disk 
Backups, 8 
Backup copies, 7 
Bootable, C-1 
Floppy, 3 
Formatted, 1-2 
Hard, 3 
Local, A-9, A-10 
Networking, A-9, A-10 
RAM, A-3 
Remote, A-10 
Display, 1-4, A-6, H-2, See also 
Monitor, 
Color, 1-4 
Composite, 1-4 
Monochrome, 1-4 
One-color, A-6 
Display current print queue (D), 
See Print Queue Menu 
Display decimals, 4-14 
Display linespacing, 4-14 
Division, 9-1 


Documents, 3 
Deleting, 2-10 
Merging, 8-8, 8-9, 8-10 
Renaming, 2-10 
Document Content Architecture 
(DCA), 10-4 
DOCUMENT DIRECTORY (D), 
See Main Menu. 
Document Options (D), See 
Layouts Menu 
Document Options Menu 
All pages (A), 6-19 
Continuous forms (C), 6-15 
Even pages (E), 6-19 
Figure, 6-14 
First page (F), 6-17 
Next pages (N), 6-17 
Odd pages (O), 6-19 
Pagination (P), 6-15 
Paper length in lines (L), 
6-14 
Printer type (T), 6-16 
Reset printer (R), 6-17 
DOS 
/ symbol, 2-13 
Accessing, 2-11 
ASCII character set, H-12 
ASCII file format, B-3 
Asterisk, 2-4 
Asynchronous communications 
adapter, 7-7 BI 
AUTOEXEC.BAT, A-8, C-1, 
C-2,C-3, H-2, H-16 
Buffers, A-2, A-3, A-4 
Character set, 12-6 
Character sets, 12-14 
CHDIR command, 1-9, C-3 
CHKDSK command, 10-2 
COMI, 7-7, D-1, D-2 
COM2, 7-7, D-1, D-2 
COMS, 7-7, D-1, D-2 
COMMAND.COM file, A-2 
Commands, 10-2, C-3 
Compatibility, B-1 
CONFIG.SYS, A-3, A-4 
COPY command, 7-7, 10-2 
Creating files, 4-16 
Directories, 1-9 
DIR command, H-7 
DISKCOPY command, 7 
EDLIN, B-1, F-2 
Files and editing, 8-13, 8-14 


Dot dot commands, See Embedded 


INDEX 


File mode, 4-16, 10-9, B-1, 
B-2, B-3, C-3 

FORMAT command, 1-2 

How to exit Volkswriter, 2-10 
Line editor, F-2 

LPT1, 7-7, A-9, D-2 

LP ts, Lro 

LPT3, 7-7 

Messages, F-1 


MODE command, 7-7, 10-2, A-6 


C-2, D-2, H-6, H-7, H-15, 
H-16 

PRINT command, 1-4, 7-7, 
7-11, 7-12, 10-2, D-2, D-3 
Print screen function, D-2, 
H-3 | 

Printer ports, D-1, D-2 
Prompt, 1-7, 1-8, 1-9, 1-17, 
A-4, A-7, C-1, C-2 
Question mark, 2-4 
Reserved file names, 2-13 
Screen messages, 4-18 
SHIFT PRTSC function, D-2, 
H-3, H-7, H-16 
Subdirectories, 1-9 

TYPE command, 10-2, A-4 
Utilities, E-1, E-2 
Wildcards, 2-4 

V symbol, 2-13 


Commands 
Dot matrix printers, 12-16, 
12-23 


Foreign language 
capabilities, 12-16 


Drives, 2-3 


E 


Non-shared, A-10 


Editing, 3-1 


Advanced, 8-1 

Function keys, 4-1 
Hyphenation dictionary, 10-7 
Personal dictionary, 10-5 


EDLIN, B-1, F-2 

EGA, A-7 

Embedded commands, 4-4, 7-16, 
10-9 


CMD, 7-21, F-3 
Comments, 7-18 
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END, 7-19 
Examples, 7-31, 7-32 
FILE, 7-24, 11-5 
FOOT, 7-18, 7-24 
HEAD, 7-18, 7-24 
HIDEMATH, 9-24 
NORM, 7-22 
PAGE, 7-18 
PAUSE, 7-18 
PGNO, 7-18, 7-28 
PRINT, 7-19 
Rules, 7-17 
SHOWMATH, 9-24 
Usage, 7-18, 7-19 
VERB, 7-22, F-3 
Empty Files, H-4 
End, 3-4 
End block (F6), 4-7 
End column (Ctrl-F6), 4-7 
End of line, 4-4 
Enhanced Graphics Adapter (EGA), 
A-6, A-7 
Enter key, 3-5, 11-5, 11-12 
Envelopes, 7-4, 11-1 
Figure, 7-4 
Printing inside address, 7-4 
Printing with TextMerge, 11-1 
Escape code sequences, 12-16 
Escape key (ESC), 3-7 
Even pages (E), See Document 
Options Menu 
.EXE files, E-1 
Executable files, E-1 
Exit Print Queue Menu (X), See 
Print Queue Menu 
EXIT VOLKSWRITER (X), 
See Main Menu 
Exporting, 10-8 | 
Extended ASCII codes (figure), 
12-24 


F1 (Help), 2, 1-12, 4-11 

F2 (Spell), 4-19 

F3 (Beginning/End of Line), 4-4 
F4 (Delete Word), 4-7 

F5 (Begin Block), 4-2 

F6 (End Block), 4-7 

F7 (Find), 4-8 

F8 (Reform), 4-16 


F9 (Layouts Menu), 4-12, 6-5 
F10 (Reset), 1-12, 4-17, 6-5, 
7-8 
Filenames 

Reserved, 2-13 
Files, 3 

1-2-3, B-2 

ASCII, B-1 


AUTOEXEC.BAT, A-8, C-2, C-3 


COMMAND.COM, A-2 
Compatibility, B-1 
Creating, 1-14 
Dbasell, B-3 
DbasellI, B-3 
Deleting, 2-10 
DESQview, B-3 
Dictionary, A-3, E-3 
Directory figure, 2-2 
EDLIN, B-1 
Empty, H-4 
Executable, E-1 
Extensions, 2-12 
Footnote, 8-8 
Grouping, 2-12 
Naming, 2-11, 2-12, 7-12 
Readable, E-3 
Renaming, 2-10 
Retrieving, 3 
Scrambled, H-4, H-9 
Spill, 1-4, 1-13, A-2, A-3, 
A-9 
Spreadsheet, B-1 
Storing, 3, 4-19 
SuperCalc, B-2 
Swapping, F-1 
Telecommunications, B-1 
Tutorial, 1-16 
Versions, 2-12, 2-13 
VisiCalc, B-2 
VW3.EXE, A-5 
VW3.KEY, A-5 
VW3.MES, A-5 
VW3.OVL, A-5 
VW3.SYS, A-5 
VWPAG.$$$, F-1 
VWPR .TBL, A-5 
VWSTYLE.LYT, A-5 
VWTAB.$$$, F-1 
Wordstar, B-2 

FILE command, See Embedded 

commands, See Textmerge 


File conversion 
DCA RFT, E-2 
Hyphenation dictionary, E-4 
Personal dictionary, .E-3 
Translation, 10-4, 10-5 
Volkswriter files, 10-4, 10-5 
Wordstar, E-3 

File export, 10-8 

File extensions 
$$$, F-1 
.BAK, 7 
-BAS, B-3 


File format 
Volkswriter, F-2 
File groups, 2-3, 2-4 
File import, 10-8 
File mode 
DOS, 4-16 
File naming, 1-11, 2-11 
Print files, 7-7, 7-12 
File server, A-10 
Find command 
Cancelling, 4-9 
Status line message, 4-8, 8-1 
Firmware, D-3 
First page (F), See Document 
Options Menu 
Floppy disk, 3 
Fonts 
Alternate, 7-15 
Changing, 4-9, 4-10 
Special-effects marker, 4-9, 
4-10 
Font 1, 4-9, 8-12, See also 
Printing, See also Special 
Effects 
Font 2, 4-9, 8-12, See also 
Printing, See also Special 
Effects 
Font 3, 4-10, 8-12, See also 
Printing, See also Special 
Effects 


INDEX 


Font 4, 4-10, 8-12, See also 
Printing, See also Special 
Effects 

Font cartridge, 6-9 

Footers, 6-19, 7-24, H-10, H-11 

Centered, 7-30 
Examples, 7-25, 7-27, 7-28 
Format, 7-24, 7-25 

Footnotes, 8-8 

FOOT command, See Embedded 
commands 

Form letter, See TextMerge 

Forward slash (TextMerge), 11-12 

Functions 

Math, 7-17 
Function keys 

Editing, 4-1 

Extra, 3-2 

Help Menu, 4-11 
Function symbols, See Math 


G 


General printer tables, D-4 
Global delete function, 8-2 
Global operators, 9-10 
Global reformatting, 3-9, 3-10, 
6-9, H-5, H-12 
Go to line, 4-11 

Status line message, 4-11 
Go to page, 4-11 

Status line message, 4-11 
Graphics 

43-line mode, A-6, A-7 

Enhanced adapter, A-6, A-7 
Group data access, A-10 


H 


Hardware 
Buffers, D-1 
Handshaking, H-15 
Requirements, H-2 

Hard disk, 3 

Headers, 6-19, 7-24, H-10, H-11 
Centered, 7-30 
Examples, 7-25, 7-27, 7-28 
Format, 7-24, 7-25 
Page numbers, 7-28 
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HEAD command, See Embedded 


commands 
Heart symbol, 4-9 
Help key, 2, 1-12 
Help Menu (figure), 4-2 
Hidden markers 
ASCII numbers, 7-15 
High-speed repeat, A-8 
HINSTALL, 1-3, 1-6 
Home key 
Cursor-down, 3-3 
Cursor-left, 3-3 
Cursor-right, 3-3 
Cursor-up, 3-3 
Home, 3-3 
Home End, 3-4 
Home Home, 3-4 


Large cursor movement, 3-3 


PgDn, 3-4 
PgUp, 3-4 
Horizontal Motion Units, 6-10 
Horizontal scrolling 
Automatic, 8-10 
Hotline 
Customer service, H-1 
HYPHEN.LEX, 10-7 
Hyphenation, 5-1 
/ symbol, 5-10 
@ sign, 5-9, 5-10 
Activate settings, 6-13 
Automatic, 5-1, 5-9 
Exception, 5-10 
F9 key, 6-13 
Right margin symbol, 5-10 
Ruler line, 5-9 5-10, H-14 
Hyphenation dictionary, E-2 
Converting to text file, 
10-7, 10-8 
Editing, 10-7, 10-8 
Revising, 10-7 


IBM 
ATKBD command, A-8 
Installing TopView, G-1 
Keyboard repeat, A-8 
Network, 7-10, A-9, A-10 


Standard character set, 12-3 


TopView, 10-2 


Ignore (I), See Spelling Menu 
Importing, 10-8 

Indentation, 3-7, 3-8, 6-13 
Insert a document, See Alt-F2 


- Insert key (INS), 5, 3-6 


Insert line, 4-11 
Insert mode, 3-6 
INSTALL, 1-3, 1-6, 1-7 


Installation Card, 1-2, 1-6, 1-7 


Installation Diskette, 1-7 
Installation Options 

System performance, A-2 
INSTALL procedure, H-2 
INS key, 5, 3-6 
Internal memory, 3 
International applications, 12-1 
Interpretation table 

Printer, 12-15 


J 


Justification, H-14 
Justification (J), See Layouts 
Menu 


K 


Keyboard 
Alt, 3-2 
Arrangement, 12-2 
Assignment programs, 12-4, 
12-5 
Backspace key, 3-5 
CAPS LOCK key, 3-7 
Ctrl, 3-2 
Customizing, 12-5 
Customizing translation 
table, 12-7 
DEL key, 3-6 
Enter key, 3-5 
ESC key, 3-7 
European, 12-4 
Extra function keys, 3-2 


Figure, 3-1 

High-speed repeat, A-8 
INS key, 3-6 

Modifying Alt keys, 12-11, 
12-12 


NUM LOCK key, 3-6 


Redefining keys, 12-3, 12-8, 
12-9 to 12-11 
Repeating keys, 1-17 
Scan codes, 12-3 
Shift, 3-2 
SHIFT-TAB key, 3-8 
Standard arrangement, 12-2 
TAB key, 3-7 
Translation table, 12-4, 12-5 
Universal translation table, 
12-5 
Keyboard assignment programs, 
See Keyboard 
Keyboard repeat speed, A-8 
Keyboard translation table 
Common reassignment errors, 
12-13, 12-14 


Customizing, 12-5, 12-6, 12-7 


Figure, 12-6 
Testing, 12-1?, 12-13 
Key assignment, 12-5 


L 

Languages 
BASIC, B-4 
Pascal, B-4 


Large cursor movement, 3-3 
LaserJet printer, 6-15 
Font cartridges, D-5 
Proportional spacing, D-6 
Laser printers, D-1 
Layouts, 6-1, H-4 
Changing, 6-2, 6-5 
Current, 6-3, 6-5 
Defining, 6-3 
Examples, 6-4 
F9 key, 6-5 
F10 key, 6-5 
For financial reports, 6-4 
For manuscripts, 6-4 
For spreadsheets, 6-4 
Math, 9-3 
Number columns, 9-3 
Options, 6-5 
Ruler line, 6-3 
Style Sheet, 6-20 
Layouts Menu 
Character size (C), 6-9 
Delete layout (Z), 6-11 
Document Options (D), 6-6 


INDEX 


Document Options Menu, 6-14 
Figure, 6-5 
Justification (J), 6-7 
Lines per inch (L), 6-7 
Line spacing (S), 6-6 
Next layout (N), 6-6 
Options, 6-5 
Pitch settings, 6-10 
Previous layout (V), 6-6 
Proportional spacing (P), 6-8 
Reformat (F), 6-10 
Revise layout and reformat 
text (R), 6-11 
Tabs and margins (T), 6-5 
Tabs and margins Menu, 6-12 
Lines per inch (L), See Layouts 
Menu 
Line count, 1-12 
Line spacing, 3-12, H-12 
Line spacing (S), See Layouts 
Menu 
LOAD command (BASIC), B-4 
Local disk, A-9, A-10 
Lock-up, H-3 
LPT1, 1-4, 1-5, 7-6, A-9, D-2, 
H-7, H-16 
LPT2, 7-6, H-15 
LPT3, 7-6, H-15 


M 


Mailing lists, 11-1, 11-5, See 

also TextMerge 

Mainframe software, 11-14 

Main dictionary, 5-8 

Main Menu, 6, 1-5, 1-8, 1-9, 2-1 
Continue editing (E), 2-9 
Create a document (C), 2-5 
Delete a document (Z), 2-10 
Document directory (D), 2-2, 
2-3, 2-4 
Exiting from Help Menu, 4-8 
Exit Volkswriter (X), 2-10 
Figure, 1-10, 2-1 
Functions, 2-2, 2-3, 2-4 
Print (P), 2-9, Chapter 7 
Rename a document (N), 2-10 
Revise a document (R), 2-5, 
2-6 
Store a document (S), 2-6, 
2-7 
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Style Sheet (L), 2-9, 6-21 
TextMerge (T), 2-11, 
Chapter 11 

Utilities (U), 2-11, 
Chapter 10 


Manual reformatting, 3-9 
Manuscripts 


Chaining, 7-20 
Embedded commands, 7-31, 7-32 
Printing, 7-20 


Margins, 6-19, H-4 


# symbol (layouts), 6-13 
* symbol (layouts), 6-13 
+ sign, 6-12 

. symbol (layouts), 6-13 
/ symbol (layouts), 6-13 
Border, 7-28 

Bottom, 6-18 

Cancelling, 6-12 
Changing settings, 6-12 
Current settings, 6-12 
Indent, 6-13 

Outdent, 6-13 

Problem solving, H-6 
Setting, 2-9 

Top, 6-18 

\ symbol (layouts), 6-13 


Marked block 


Spelling check, 4-19 
Storing, 4-19 


Markers 


Hidden, 7-15 

Hide, 4-19 

Show, 4-19 

. Special effects, 3-12 


Math, 9-1 


Constants, 9-1, 9-10, 9-11 
Cross footing, 9-15 

Decimal tabs, 9-1 
Examples, 9-11, 9-17, 9-18, 
9-20, 9-22 

Function symbols, 9-8 
Global operators, 9-10 
HIDEMATH command, 9-24 
Illegal entry, 9-3 

Marking Columns, 9-2 
Multi-column, 9-1, 9-9, 9-12 
Multi-row math, 9-1 
Number entry, 9-3 
Operators, 9-6, 9-8, 9-15 
Percentages, 9-1, 9-7 
Principles, 9-23 


Printing, 9-23, 9-24 
Row, 9-13, 9-14 
SHOWMATH command, 9-24 
Single-column, 9-4, 9-8 
Sorting, 9-25, 9-26, 9-27 
Subtotaling, 9-1 
Symbols, 9-1, 9-6, 9-15 
Text entry, 9-3 
With Textmerge, 9-26, 9-27 
Math Menu (figure), 9-2 
Math operators, 9-15, See also 
Symbols 
Memory requirements, A-2 
Menus, 6 
Cancelling commands, 4-18 
MERGE command (BASIC), B-4 
Merge files, 11-1, 11-3, 11-5, 
11-9 
Example, 11-6 
Variables, 11-10 
MERGE LIST, 11-3 
Message area, 1-12 
Micro-justification, 6-7, H-14 
Minus sign, 9-5 
MODE BW80, A-6, A-7 
MODE CO80, A-6, A-7 
MODE MONO, A-4, A-6, A-7 
Monitors, 1-4, See also Display 
Color, A-4, A-6, A-7, 
Composite, A-7 
IBM color, A-6 
MODE BW80, A-6, A-7 
MODE CO80, A-6, A-7 
MODE MONO, A-4, A- 
Monochrome, A-4, A-6, 
RGB, A-6 
Move blocks 
Status line message, 4-12 
Multiple-column math, 9-12 
Examples, 9-9 
Summary, 9-13 
Multiple colors, 7-16 
Multiplication, 9-1 
Musical note symbol, 8-11 


7 
A-7 


N 


NEC 3550, 12-16 
Network 
Data sharing, A-10 
Local disk, A-9, A-10 


ee” 


INDEX 


Non-shared drives, A-10 
Printer, 1-5, 7-6 
Printing, 7-11 
Recommendations, A-10 
Remote. disk, A-10 
Server, A-9 
Shared printers, A-10 
Next layout (N), See Layouts 
Menu 
Next page, 3-4 
Next pages (N), See Document 
Options Menu 


NORM command, See Embedded | 


commands 
Notepad (Ctrl-F2), 4-13, See 
also Blocks 
Numbers, 7-28, 9-3 
Number entry 
Math rules, 9-3 
Numeric keypad, 3-6 
NUM LOCK key, 3-6 


O 


Odd pages (O), See Document 
Options Menu 
On-line light, 7-7 
OPEN statement (BASIC), B-4 
Operators, See Symbols, See Math 
Other file extension (O), See 
Style Sheet Options 
Outdent, 6-13 
Output 

Printed, 1-4 

Queued, 1-4 
Overstriking, 4-20, 7-14 


P 


Page layouts, 2-9 
Even pages, 6-19 
Footers, 6-19, 7-18 
Headers, 6-19, 7-18 
Odd pages, 6-19 
Page numbers, 6-19, 7-18 
Running footers, 7-18 
Running heads, 7-18 
Titles, 6-19 

Pagination, 6-16 
Centered, 7-30 


Even, 7-29 
Even numbered, 7-24 
Examples, 7-29 
Flush-left, 7-29 
Flush-right, 7-29 
Next Page, 3-4 
Odd, 7-29 
Odd numbered, 7-24 
Page end, 7-19 
Previous Page, 3-4 
Pagination (P), See Document 
Options Menu 
Panic Button, 4-17 
Paper 
Alignment, 7-7 
Continuous forms, 6-15 
European standard, 6-15 
Individual sheets, 6-15 
Legal size, 6-15 
Length, 6-15 
Printed area, 6-18 
Standard size, 6-15 
Paper length in lines (L), See 
Document Options Menu 
Paragraphs 
Boilerplates, 7-20, 7-33 
Indentation, 3-8 
Reformatting, 4-16 
Repetitious, 7-20 
Paragraph symbol, 3-5, 11-5, 
11-12, B-1 
Parallel ports, 1-4 
Parallel printer, 1-4, 1-5, 7-6, 
A-9, D-1, D-2, H-7 
-PAS files, B-3 
Pascal, B-4 
Paste, G-4 
Paths, 2-3 
Percentages, 9-1, 9-7 
Periods (P), See Spelling Menu 
PERSONAL.LEX, 10-6, 10-7 
Personal dictionary, 5-8, E-2, 
E-3 


Converting to text file, 10-5 


Editing, 5-9, 10-5 
Revising, 10-5 
PgDn, 3-4 
PGNO command, See Embedded 
commands 
PgUp, 3-4 
Phonetic spelling matches (Pref- 


erences Menu), 3-11, 4-14, 5-9 
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.PIF file, G-1 
Pitch settings, 6-9 
Elite, 6-10 
Pica, 6-10 
Pointing device, G-2 
Ports, 7-6 
COMI, D-1, H-15, H-16 
COM2, D-1, H-15, H-16 
COMS, D-1, H-15, H-16 
LPT1, 1-4, A-9, H-15 
LPT2, H-15 
LPT3, H-15 
Parallel, 1-4 
Serial, 1-4 
Pre-defined layouts, 6-23 
Preferences Menu, 3-11, 4-14, 
5-10 
Accessing from Help Menu, 
4-14 
Automatic backups, 3-12 
Automatic hyphenation, 3-11 
Automatic reformatting, 3-11 
Beep on errors, 3-12 
Ctrl-F1 (Preferences Menu), 
5-10 
Current layout, 6-3 
Decimal tab character, 3-11 
Figure, 3-10 
Layout information, 6-3 
Options list, 4-14 
Phonetic spelling matches, 
3-11 
Show division decimals, 3-11 
Show ruler line, 3-12 
Show special effects markers, 
3-12 
Visible line spacing, 3-12 
Previous layout (V), See Layouts 
Menu 
Previous page, 3-4 
-PRF files, B-2, B-3 
Printed text area (figure), 6-18 
Printer 
Alternate character set, 
12-14 
Baud rate, H-15 
Buffer, 7-8 
Buffer overflow, H-15 
Cables, H-6, H-15 
Codes, H-7, H-8 
Considerations, D-1 
Control Codes, D-3 


Creating translation tables, 
12-17 

Daisy wheel, 12-14 
Default, 6-16 

Determining character codes, 
12-23, 12-24 

Diablo 630, 12-16 

DIP switches, 12-14, H-6, 
H-10, H-12, H-15 
Dropped characters, H-15 
Feature comparison, D-11, 
D-12, D-13, D-14 
Hewlett-Packard, D-5 
International symbols, 12-15 
Interpretation table, 12-15 
Laser, D-1 

LaserJet, 6-15, D-5, D-6 

List of equivalents, D-15, 
D-16, D-17, D-18 

Matrix, 12-14 

NEC 3550, 12-16 

Network, 1-5, 7-7 

Network sharing, A-10 

Number, 6-16 

On-line light, 7-7 

Paper alignment, 6-17 

Parallel, 1-4, 1-5, 7-7, D-1, . 
D-2 

Ports, 7-7 

Print elements, 12-14 

Problem solving, H-6, H-7 

Resetting code to, 6-17 
Select light, 7-7 

Serial, 1-4, 1-5, 7-7, D-1, 
D-2, H-6, H-7 

Setup, 6-17 

Settings, 7-7 

Shared, A-10 

Special characters, 12-15 
Spooler, 1-5, 7-7, D-2 
Supported capabilities, 6-17 
Table, H-12 

Technical information, D-2 
Thimble, 12-14 

TOF button, 7-7 
Translation table, 12-17, 
12-18 

Type, H-12 


Printer ports 


Asynchronous, D-1 
COMI, H-15, H-16 
COM2, H-15, H-16 


COMS, H-15, H-16 
LPT1, H-15 
LPT2, H-15 
LPT3, H-15 


Printer tables, 6-9, 6-16 


Custom, D-3 

General, D-4 

Modifying, D-3 

-PRP file, H-13 

Printer list, D-8, D-9, D-10 
Tandy, D-5 

Testing, D-3 

Tutorial disk file, D-3 
Typewriter, D-4 

Volkswriter, D-4 


Printer translation table, 12-16 


Common reassignment errors, 
12-22, 12-23 

Customizing, 12-18 

Figure, 12-17 

Multi-code characters, 12-20, 
12-21 

Single-code characters, 
12-18, 12-19 

Testing, 12-22 


Font 3, 7-13 

Font 4, 7-13 

Footers, H-10, H-11 
General problems, H-7, H-8, 
H-9 

Headers, H-10, H-1i 
HIDEMATH command, 9-24 
International symbols, 12-16 
Justification, H-14 

Line spacing, H-12 
Manuscripts, 7-20 

Math, 9-23 

Math operators, 9-24 
Multiple colors, 7-16 

New page, 7-18 

Number of copies, 7-3 

Page end, 7-18 

Paper adjustment, 7-8 
Paper advancement, 7-8 
Paper alignment, 7-7 
Pausing, 7-18, 7-19 
Problem solving, H-13, H-14 
Queue, 7-9, 7-11 

Reprinting pages, 7-9 
Resetting page number, 7-28 


Printer type, 6-17 Resuming, 7-8 
Printer type (T), See Document Shadowprint, 7-13, 7-16 
Options Menu Shift-F1 (Subscript), 7-13 
Printing, 7-2 Shift-F2 (Superscript), 7-13 
Alt-F1 (Print), 7-9 Shift-F3 (Font 1), 7-13 
Alt-F10 (Cancel Printing), Shift-F4 (Font 2), 7-13 
4-8, 4-18, 7-8 Shift-F5 (Font 3), 7-13 
Background, 7-12 Shift-F6 (Font 4), 7-13 
Boldface, 7-13, 7-16 Shift-F7 (Bold), 7-13 
( 


Cancelling, 7-8 

Chaining, 7-20 

Color, H-7 

Correction pages, 7-9 
Decimal tabs, 9-24 

Devices, 7-5, D-1 
Downloading character sets, 
H-8 

Embedded commands, H-9 
Ending special effects, 7-15 
Enveiopes, 7-3, 7-4, 11-1 
Escape code sequences, H-9 
Extraneous characters, H-11 
F10, 4-8, 4-18, 7-8 

File to disk, 7-7 

File to screen, 7-7 

Font 1, 7-13 

Font 2, 7-13 


Shift-F8 (Overstrike), 7-13 
Shift-F9 (Underline), 7-13 
Shift-F10 (Shadowprint), 7-13 
SHOWMATH command, 9-24 
Special characters, 12-15 
Special effects, 7-13, 7-15, 
7-16 

Speed improvement, D-1 
Spooling, 7-9 

Starting page, 7-3 

Start new page, 7-18 
Stopping, 7-8 

Strikethrough, 7-13, 7-16 
Subscripts, 7-13, H-11 
Superscripts, 7-13, H-11 
Suspension, 7-8 

Tutorial test files, 7-13 
Underlining, 7-13, 7-16 
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Printing elements, 7-2, 12-14 
Daisy wheel, 6-9, 7-7 
Font cartridge, 6-9 
Printing head, 7-7 
Thimble, 7-7 

Printouts 
Dropped characters, H-15 
Extraneous characters, H-11 
Footers, H-10, H-11 
Headers, H-10, H-11 
Incorrect, H-9 
Line spacing, H-12 
Problem solving, H-9 
Subscripts, H-11 
Superscripts, H-11 

Print document from disk (N), 

See Print Menu 

Print Menu, 1-5, 2-9, D-1 

Figure, 7-2 


Print current document (P), 


7-3 


Print document from disk (N), 


7-5 
Print envelope (V), 7-3 
Queued printing (Q), 7-5 
Select printing device (S), 
7-5, 7-7 
Print queue, 7-5, 7-9, 7-10 
Print queue Menu 
Cancel all files (A), 7-11 


Cancel current file (C), 7-11 
Cancel named file (N), 7-11 


Display current print queue 


(D), 7-11 

Exit print queue Menu (X), 
7-11 

Reprint current file (R), 
7-11 


Print queuing 
Guidelines, 7-11 
Tutorial test files, 7-11 
Print spooler, 1-5, 7-6, 7-10, 
D-2 
PRINT translation table, 12-14 
.PRN files, B-2, B-3 
Problem solving 
Empty files, H-4 
Global reformatting, H-5 
Hardware requirements, H-2 
Incorrect printouts, H-9 
Justification, H-14 
Layouts, H-4, H-5 


Margins, H-4, H-5, H-6 
Printing, H-6 to H-16 
Program lock-up, H-3 
Proportional spacing, H-13 
Reformatting, H-4 
Scrambled files, H-4 
Software requirements, H-2 
System slow-down, H-3 
System startup, H-2 
Tabs, H-4, H-5 
TextMerge, H-16 
Program diskette, 2, 1-7 
Backup, 1-1 
Program files 
Editing, B-3 
Executable, E-1 
Program Lock-Up, H-3 
Prompt, 6, 1-11 
DOS, C-1, C-2 
Figure, 1-11 
Proportional spacing, 6-7, 6-9, 
H-8, H-13, H-14 
Proportional spacing (P), See 
Layouts Menu 
.PRP files, 6-9, H-13 
PRTSC function, H-3 


Q 


Queue, 7-5, 7-10 

Queued printing (Q), See Print 
Menu 

Quick Reference Card, 2 


R 


RAM, 3, A-2, E-1, H-2 
Insufficient, 10-2 
RAM thimble map, 12-16 
Readable files, E-3 
Reformatting, 3-8, H-4 
Automatic, 3-9 
Automatically, 3-8 
Global, 3-9, 3-10, 4-16 
Globally, H-5 
Local, 4-16 
Manual, 3-9, 4-16 
Paragraphs, 4-16 
Text, 3-9 
Text block markers, 3-10 


INDEX 


Reformat (F), See Layouts Menu 
Registration card, 1-1 

Remote disk, A-10 

Remote printer, A-9 


RENAME A DOCUMENT (N), See Main 


Menu 
Repeating keys, 1-17 
Replace (R), See Spelling Menu 
Replace command 
All prompt, 8-3 
Status line message, 4-17, 
8-2 
Reprinting, 7-9 
Reprint current file (R), See 
Print Queue Menu 
Requirements 
Hardware, H-2 
Software, H-2 
RESET key, 1-12 
Reset printer (R), See Document 
Options Menu 
Retrieve style sheet (R), See 
Style Sheet Options 
Reverse video, 4-7, 4-8 
Revisable Format Text (RFT), 
10-4 
REVISE A DOCUMENT (R), 
See Main Menu 
Revise layout and reformat text 
(R), See Layouts Menu 
Right margin symbol, 5-10 
Root directory, C-3 
Row math, 9-13, 9-14 
Scratch pad, 9-14 
Ruler line, 3-12, 5-9, 11-12 
Information, 6-3 
Movement along, 6-12 
Running footers, 7-19 
Running headers, 7-19 


^ 


Safety features, 6 
Same file extension (S), See 
Style Sheet Options, 6-21 
Scientific applications, 12-1 
Scrambled files, H-4, H-9 
Scrambled text, H-15 
Scratch pad, See Math 
Screen 

Bottom, 3-4 


Help, 4-11 

Menu, 6 

Messages, 1-12 

Physical end, 3-2 

Prompt, 6, 1-11 

Scrolling, 4 

Status line, 6, 1-11, 4-5 
Scroling text, 3-4 

Horizontally, 8-10 
Select light, 7-7 
Select printing device (S), 7-7, 
See also Print Menu 
Serial output, D-2, H-7 
Serial ports, 1-4 
Serial printers, 1-5, 7-6, D-1, 
H-7, H-15, H-16 
Shadowprint, 4-18, 7-14, 7-16, 
8-12, See also Printing, See 
also Special Effects 
Shadowprint symbol, 4-18 
Shift-F1 (Subscripts), 4-21, See 
also Printing, See also Special 
Effects 
Shift-F2 (Superscripts), 4-21, 
See also Printing, See also 
Special Effects 
Shift-F3 (Font 1), 4-9, See 
also Printing, See also Special 
Effects 
Shift-F4 (Font 2), 4-9, See also 
Printing, See also Special 
Effects 
Shift-F5 (Font 3), 4-10, See 
also Printing, See also Special 
Effects 
Shift-F6 (Font 4), 4-10, See 
also Printing, See also Special 
Effects 
Shift-F7 (Bold), 4-4, See also 
Printing, See also Special 
Effects 
Shift-F8 (Overstrike), 4-20, See 
also Printing, See also Special 
Effects 
Shift-F9 (Underline), 4-21, See 
also Printing, See also Special 
Effects 
Shift-F10 (Shadowprint), 4-18, 
See also Printing, See also 
Special Effects 
Shift key, 3-2 
SHIFT PRTSC, D-2 
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SHIFT TAB, 3-8 
SHOWMATH, See Embedded 
Commands Show division decimals 
(Preferences Menu), 3-11 
Show ruler line (Preferences 
Menu), 3-12, 4-14 
Show special effects markers 
(Preferences Menu), 3-12, 4-14 
Single-column math, 9-4 
Slow-down, H-3 
Software compatibility, See 
Compatibility 
Software requirements, H-2 
Soft hyphens, 5-1, 5-9, 8-12 
Sorting, 9-1 
Alphabetical, 9-27 
Math, 9-25, 9-26, 9-27 
With Textmerge, 9-26, 9-27 
Spacing 
Proportional, H-8, H-13 
Spade symbol, 4-10 
Special effects, 3-5, 3-12, 4-4, 
4-10, See also Symbols 
Alternate fonts, 7-15 
Boldface, 7-15, 8-12 
Conversion, 10-5 
Ending printing, 7-15 
Font 1, 8-12 
Font 2, 8-12 
Font 3, 8-12 
Font 4, 8-12 
Hidden markers, 7-15 
Overstrike, 7-15 
Printing, 7-13 
Shadowprint, 7-15, 8-12 
Soft hyphen, 8-12 
Strikethrough, 7-15, 8-12 
Subscripts, 7-15, 8-12 
Superscripts, 7-15, 8-12 
Symbols, 7-15 
Underlining, 7-15, 8-12 
Spelling, 5-1, A-2 
Capitalization, 5-7 
Check continuously, 5-3 
Check single word, 5-2 
Correction Menu, 5-3 
Examples, 5-6 
Misspellings, 5-6 
Omitting spaces, 5-6, 5-7 
Phonetic searches, 5-9 
Repeated words, 5-6, 5-7 
Special terms, 5-6 


Suggestions, 5-3 
Verification, 5-3, 5-8 
Spelling Menu 
Accept (A), 5-4 
Capitalize (C), 5-5 
Change to uppercase (C), 5-5 
Delete punctuation (D), 5-5 
Figure, 5-4 
Ignore (I), 5-5 
Options, 5-4 
Periods (P), 5-5, 5-6 
Replace (R), 5-5 
Suggest (S), 5-4 
Typeover (T), 5-5 
Update (U), 5-4 
Spil files, 1-4, 1-13, A-2, 
A-3, A-9, G-2 
CONFIGUR program, 1-13 
File names, G-3 
Multiple, G-3 
Spreadsheets, B-1 
Standard character keys, 12-8 
Redefinition, 12-9 
Standard DOS Files, B-1 
Standard keyboard (figure), 12-2 
Startup 
Diskette-based system, 1-8 
Hard disk system, 1-9 
Problem solving, H-2 
Status line, 6, 1-11, 4-5 
Figure, 1-15 
Information available, 1-15 
Message, F-1 
Store (Ctrl-F10), See Blocks 
STORE DOCUMENT ON DISK (S), 
See Main Menu 
Strikethrough, 4-20, 7-15, 7-16, 
8-12 
Style Sheet (L), See Main Menu 
Style Sheet Options, 2-9, 2-12 
Creating, 6-21 
Default, 2-5 
General, 6-21 
Layouts, 6-20 
Other file extension (O), 
6-22 
Retrieve a style sheet (R), 
6-22 
Same file extension (S), 6-21 
Universal style sheet (U), 
6-22, 6-24 
Usage, 6-23 


Subdirectories, 1-9, 2-3 

Path, 2-3 

VWQUEUE, 7-11 
Subscripts, 4-21, 7-15, H-11 
Subtotals, 9-1 
Subtraction, 9-1 
Suggest (S), See Spelling Menu 
SuperCalc, B-2 
Superscripts, 4-21, 7-15, H-11 
Swapping files, F-1 
Symbols, 7-15, See also Special 
Effects 

+ sign, 6-12 


/ forward slash (DOS), 2-13 


= sign (math), 9-6 
@ sign, 5-9, 5-10 
@ sign (math), 9-5 
ASCII codes, F-2 
Asterisk, 3-5, 4-16 


Backslash (TextMerge), 11-12 


Brackets (math), 9-3 
Club, 4-10 

Diamond, 4-9 

DOS wildcards, 2-4 
Engineering, 12-1 

Equal sign (math), 9-6 
Forward slash (TextMerge), 
11-12, H-16 

Heart, 4-9 

International, 12-16 

Math operators, 9-1, 9-15 
Minus sign, 9-5 
Multi-lingual, 12-1 
Musical note, 8-11 
Operators (math), 9-6 
Paragraph, 3-5, 11-5, B-1 


Paragraph (TextMerge), 11-12 


Right margin symbol, 5-10 

Scientific, 12-1 

Spade, 4-10 

Special effects, 3-5, 4-4 

\ backslash (DOS), 2-13 
System 

Performance, A-2 

Problem solving, H-3 

Requirements, 1-1 

Slow-Down, H-3 


INDEX 


T 


Tabs, 3-7, 6-19, H-4 
* sign, 6-12 
Cancelling, 6-12 
Changing settings, 6-12 
Current settings, 6-12 
Decimal, 6-13, 9-1, 9-5 
Setting, 2-9 
Tabs and margins (T), See 
Layouts Menu 
Tabs and Margins Menu (figure), 
6-12 
Tab character, B-2 
TAB key, 3-7 
Tandy printer, See Print tables 
.TBL files, 6-9, 6-16 
Telecommunications, B-1 
Temporary dictionary, 5-7, 5-8 
Text 
Append to disk file, 4-13 
Beginning, 3-4 


Block markers, 3-10, 4-2, 4-3 


Centering, 4-5 

Editing, 3-1 

End, 3-4 

Entering, 3-1 

Next page, 3-4 

Previous page, 3-4 

Reformatting, 3-9 
TextMerge, 2-11, 11-1 

Backslash (VM), 11-4 

Base document, 11-3, 11-8 

Common errors, 11-12, 11-13 

Compatibility, 11-13 

Example, 11-3, 11-4, 11-8 

File command, 7-24 

Forward slash, H-16 

LABEL.TMG, 11-8 

LETTER.TMG, 11-3 

Mailing list example, 11-6 

Mainframe software, 11-14 

Master list, 11-9 

Merge file, 11-9, 11-10 

Options, 11-13 

Preparing files, 11-9 

Printing partial lists, 11-13 

Problem solving, H-16 

Sample session, 11-2 

Sorting, 9-26, 9-27 
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Tutorial disk, 11-2 
Tutorial instructions, 11-2, 
11-3 
TEXTMERGE (T), See Main Menu 
Text blocks 
Copying, 4-5 
End block key, 4-7 
Marking, 3-10, 4-2, 4-3, 4-19 
Moving, 4-12 
Reverse video, 4-7 
Titles 
Centering, 4-5, 6-11 
TOF button, 7-7 
TopView, See IBM 
Cursor, G-2 
Cut and paste, G-3, G-4 
Installation, G-1 
Pointer, G-2 
RAM, G-2 
Spill files, G-2 
Windows, G-2 
Translation 
Special effects, 10-5 
Translation table 
Printer, 12-17, 12-18 
.TST files, 12-13 
Tutorials, 6, 1-16, 1-17 
Diskette, 1-16 
Ending, 1-18 
Files, 1-16 
Printing, 7-13 
Retrieving, 1-18 
Starting, 1-18 
TESTCHAR file, 12-24 
Test files, 7-11, 7-13 
.TXT files, B-3 
Typeover (T), See Spelling Menu 
Typeover mode, 5, 3-6 
Typewriter printer tables, D-4 


U 


Underlining, 4-21, 7-14, 7-16, 
8-12, See also Printing, See 
also Special Effects 

Universal style sheet (U), 6-24, 
See also Style Sheet Options 

Universal translation table, 
12-5 

Update (U), See Spelling Menu 

Utilities (DOS), E-1, E-2 


UTILITIES (U), See Main Menu 
Utilities Menu, 5-10, B-1 
Converting files, 10-4 
DCA RFT, 10-4 
DOS commands, 10-2 
Figure, 10-1 
Option A, 10-2 


Option B, 10-4, E-1 
Option C, 10-4, E-1 
Option D, 10-5, E-2 
Option E, 10-5, E-2 
Option F, 10-6, E-2 
Option G, 10-6, 10-7, E-2 
Option H, 10-7, E-2 


Option I, 10-7, E-2 
Option J, 10-8 

Option K, 10-8 

Volkswriter files, 10-4, 10-5 
Wordstar files, 10-5 


V 


VERB command, See Embedded 
commands 
Visible line spacing 
(Preferences Menu), 3-12 
VisiCalc, B-2 
Volkswriter 
Customer service hotline, H-1 
Dictionary, E-3 
Exit to DOS, 2-10 
File compatibility, B-1 
File conversion, 10-4, 10-5 
File format, F-2 
Files, A-5 
First-time user, 2 
Hardware requirements, H-2 
Installation Card, 1-2 
Introduction, 1 
Main Menu, 6, 1-8, 1-9, 1-10, 
2-1 
Math, 9-1 
Memory requirements, A-2 
On-disk tutorials, 6 
Printer tables, D-3, D-4 
Problem solving, H-1 
Quick Reference Card, 2 
Registration card, 1-1 
Safety features, 6 
Software compatibility, B-2 
Software requirements, H-2 


INDEX 


Sorting, 9-1 
Spelling program, 5-1 
Starting automatically, C-1 
Status line message, F-1 
System requirements, 1-1 
Tutorials, 1-16, 1-17 
Tutorial disk, 12-24 
With the IBM PC Network, A-9, 
A-10 
With TopView, G-1 

.VW files, E-2 

VW3.EXE, A-5 

VW3.KEY, A-5 

VW3.MES, A-5 

VWS3.OVL, A-5 

VW3.SYS, A-5 

VWPAG.$$$, F-1 

VWPR .TBL, A-5 

VWQUEUE, 7-11 

VWSTYLE.LYT, 6-2, 6-23, 6-24, 

A-5 

VWTAB.$$$, F-1 


W 


Wildcard characters, 2-4 
Windows, G-2, G-3 

Wordstar conversions, E-3 

Word Wrap, 5 

WRITE statement (BASIC), B-4 


NOTES 


my 


ES 


E 


VW3 
IBM 1.0 


